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Invoicing and Receivables Clerk
Reporting to the General Manager your duties will be to perform a range of general accounting
duties. You will maintain complete sets of financial records, keep track of accounts, and verify the
accuracy of procedures used for recording financial transactions through the nominated business
accounting and operating software.

Performance indicators

S.no
Performance
indicator

Measurement of performance indicator
Assessment
period

1 Invoicing
Management

Ensure that all Invoices are generated weekly, and
correctly reflect the work undertaken. Liaise with
solicitors to convert Work In Progress to Draft
Invoices and Draft to sent invoices All invoicing is to
be reviewed once per week. Assist with the
production and set up of automated invoice
emailing. Ensure invoice content remains up to date
and relevant.

6 months

2 Reporting and
liasion

Create Reports as directed to monitor activities.
Ensure Work In progress, Debt and Cashflow meet
operational requirements as directed. Liaison with
the Accounts and Finance (A&F) Team, A&F Officer,
Trust Accounting bookkeeper, Accounting Advisors,
Client Service Officer and General Manager, High
skills in verbal and written communication.

6 months

3 Debtor
Management.

Ensure debtors are audited as required and followed
up once per week. Liaise with fee earners, and their
support staff, the Accounts and Finance Officer,
General Manager and the Client Liaison officer
regarding debtors. Follow up with debtor clients
regularly, including phone calls. Calculate interest
and charge it on overdue debts. Identifying bad
debts and taking them to the Administrative
Tribunal. Identifying, writing off and reporting on
bad debts. Ensuring debt levels remain within
operational parameters.

6 months

4 Trust Funds Ensure adequate funds are in trust to cover
upcoming work and invoices. 6 months
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5 Special Fee
Arrangement

Generate the Special Fee Arrangement Report.
Update Special Fee arrangements monthly. Submit
special fee arrangements for approval. Keep special
fee arrangements within operational parametres.

6 months

Other roles and responsibilities

Keep up to date with weekly invoicing runs and debtors.
Ensure compliance with all statutory requirements
Conducting the required accounts payable, accounts receivable, debtor management and
collections of debtors as required
Working on and maintaining cash flow projections, management or payments, and
relevant cost controls
Assist in driving continuous improvement with the organisation
Assisting in general office administration duties as required

Previous experience

Adequate amount of relevant experience in the applicable industry
Advanced user of Xero and Actionstep
Intermediate Microsoft suite experience especially with Excel Strong data entry skills
Payables and receivable’s experience
Using initiative to ensure quality and efficient work
Work autonomously and demonstrate a strong ability to deliver to expectations of
requirements
Have the ability to speak with clients across a variety of industries and backgrounds
The ability to build, manage and maintain client relationships
Excellent communication both written and verbal

Education

Certificate IV in Bookkeeping or equivalent relevant working experience


