
Job Title: Accounts Assistant
Department: Finance
Location: McIndoe
Reporting Manager: Finance Manager
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We are looking for a detail-oriented Accounts Assistant who will be responsible for managing the accounts receivable process, ensuring timely 
and accurate invoicing, payment collection, and ledger maintenance . You will have excellent skills in customer communication, dispute 
resolution and advanced Excel and reporting skills to help minimize debts and ensure a steady and financially sustainable cash flow. 
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§ Assist with the pre-authorisation of all insured patients admitted to The McIndoe Centre , investigating and resolving any queries or 
discrepancies with all parties .

§ Raise and issue customer invoices/credit notes in an accurate and timely manner.
§ Investigating and resolving coding discrepancies  between authorisation , booking and discharge to ensure no loss of revenue.
§ Checking bed stats against booking to trigger potential additions stay authorisation needs. 
§ Managing the collection of all payments from all self-pay patients in accordance with the procedure policy of the organisation .
§ Responsible from reviewing relevant diagnostic testing fees, ensuring relevant sales invoices are raised where applicable.
§ Play a key role in  processing and tracking  returning patient revision requests from a finance perspective .
§ Contribute towards month end reporting via relevant sales accruals and  where applicable purchase accruals .
§ Maintain accurate records of all credit control activities and communications  where applicable .
§ Resolve payment discrepancies and disputes efficiently and professionally .
§ Responsible for raising relevant non-patient activity invoicing e.g. consultant room rentals, quarterly telephone charges etc .
§ Assisting with patient finance applications and processing relevant invoices.
§ Transfer, on a needs basis, any debt to nominated debt collection agencies in accordance with the organisation policy .
§ Answering telephone queries and collecting payments .
§ Ensure compliance with all relevant financial regulations and company policies.
§ To assist with month/year end process and ensure deadlines are met where applicable to role.
§ Assist with Audits and other external information requests where applicable. 
§ Act in such a manner as to satisfy public trust and confidence, to uphold and enhance the good standing and reputation of the 

perioperative professions and The McIndoe  Centre.
§ Any other ad hoc duties.
§ Ensure that you working ethic remains aligned to our core values as a group: Caring, Friendly, Quality, Integrity and Pride.
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Key Attitudes
§ Develop collaborative relationships with team members and managers in the business to ensure procedures are adhered to.
§ Be enthusiastic, proactive, flexible and adaptive in the pursuit of achieving the planned business goals and targets.
§ Full understanding of sales ledger.
§ Confident and professional communication with  stakeholders.
§ Effective working relationship with all levels and disciplines within The McIndoe Centre .
Time Management
§ Operate to deadlines.
§ Prioritise workload.
Planning
§ Assist in planning the monthly sales invoice processing and reporting cycle .
Technical
§ Able to use Microsoft Excel to a basic or intermediate level.
§ Working knowledge of  Compucare7 and Healthcode .
§ Experience of accounting in an operational finance team.

Whilst this role brief outlines the main duties of your role identified at the date of issue, you may be required to carry out additional tasks as requested by senior 
colleagues. 

Your role may be subject to amendments in the light of the changing needs of the business, and will be reviewed periodically, which we ’ll discuss with you first.

I have read this role brief and understand the contents of my day-to-day duties. I also understand that this role brief may change over time with the business
needs of Horder Healthcare.  I understand that the role brief will therefore be subject to periodic review.

Colleague name: ……………………………………………………………………………..
Colleague signature:………………………………………………………………………….
Date:……………………………………………………………………………………………...
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The Health Act 2008
You will carry out your duties in a way that maintains and promotes the principles and practice of infection prevention and control. You will comply with national 
standards, policies, guidelines and procedures. For further information, please  speak with our Infection Control Specialist.

For clinical colleagues with direct patient contact, this will include (but is not limited to):
· compliance with clinical procedures and protocols, including uniform and dress code .
· the use of personal protective equipment .
··

Equal Opportunities
At Horder Healthcare, we are proud to champion and celebrate diversity, equity, inclusion and belonging in all areas of our business. We are committed to 
creating an environment of mutual respect where equal employment opportunities are available to all applicants without regard to protected 
characteristics by applicable law.

Safeguarding
You will be aware of the key issues in safeguarding children and vulnerable adults from significant and serious harm. Reporting safeguarding concerns to 
appropriate professionals and recording incidents accurately.

Confidentiality
You will make sure that no confidential information is disclosed about Horder Healthcare or its associated companies (including information about patients 
and colleagues) to any unauthorised person.

People Management
You have a responsibility to manage your team, ensuring safe staffing levels at all times. You should ensure all new team members are effectively inducted 
onto your department; making sure that mandatory training is complete and kept up to date. You should effectively manage your team members monitoring 
performance and absence, using the HR policies and procedures. 


