
 

 

Name     #  

Role     Credit Controller / Accounts Assistant  

_________________________________  

Reports to   Credit Controller / Finance Partner    
    _________________________________  

Line Management  N/A 

_________________________________  

Primary Purpose  To maintain an effective credit control system focusing on the 
collection of debts and the improvement of the Firm’s cash 
flow. 

To assist generally within the Accounts Team to ensure cover 
is provided at all times to ensure the smooth running of the 
department 

_________________________________  

1. To take all necessary steps to ensure compliance with 
the Firm’s Credit Control Policy.  

2. To ensure the Credit Control is kept up to date at all 
times. 

3. To meet at least weekly with senior staff to monitor 
progress. 

4. To review the weekly Aged Debtor Report as sent out by 
the Managing Partner to identify any files which may 
require Credit  Control procedures to be implemented. 

5. To research through Case Management to maximise 
the effectiveness of Credit Control procedures.  

6. To secure payments from clients by telephoning and 
negotiating, by setting up standing orders to ensure the 
firm’s debts are paid within reasonable timescales. 

7. To review the standing order list monthly to ensure 
that clients have not cancelled or reduced the payments 
due under the standing order without our knowledge. 

8. To process disbursement write offs as and when 
authorised. 



 

1. To assist in the firms TT process. 

2. To use the on-line banking systems when required. 

3. To prepare and dispatch Centralised Family bills 
including ad hoc bills. 

4. To assist in daily accounts functions to ensure smooth 
running. 

5. Weekly transfer run to settle outstanding bills and 
disbursements. 

6. To assist in mth/qtr/yr end procedures as and when 
required. 

7. To monitor and reconcile Fareham petty cash. 

8. To process branch monthly petty cash. 

9. To ensure filing is kept to date. 

10. To carry out accounts procedures (as directed by senior 
accounts staff) so as to efficiently manage work flow. 

11. To assist in the review of accounting procedures and 
controls to ensure best practice and compliance with 
SAR. 

12. To assist with SAR and Accounts Audits. 

13. To be aware of the duties performed by other Accounts 
Team members to enable adequate cover to be provided 
at all times of holiday/absence – including cover for 
part time members of the Accounts Team when they 
are not working. 

14. To be willing to assist generally within the Accounts 
Team to ensure cover is provided and a harmonious 
working relationship is maintained within the team. 

15. To provide cover at times of holiday/absence. 



 

 To comply at all times with relevant Professional 
Obligations so far as they relate to your role as a Credit 
Controller including those laid down from time to time 
by:- 

o The Solicitors Regulation Authority 

o The Financial Conduct Authority 

 To comply at all times with the Solicitors’ Accounts 
Rules and if aware that your actions or those of others 
may have breached these Rules to notify the COFA to 
this effect without delay. 

 To be aware of your obligations under the Solicitors 
Regulation Authority Handbook to seek to comply with 
those obligations and if aware that your actions or 
those of others may have breached the Handbook to 
notify the COLP to this effect without delay. 

 To comply with the Firm’s Money Laundering 
Policy/Data Protection Policy so far as they relate to 
your role as a Credit Controller. 

 To take on ad hoc duties as assigned by the Finance 
Partner or Managing Partner. 

 To ensure compliance with the Firm’s Quality 
Standards. 

________________________________  

 

Consults with  Managing Partner, Finance Partner, Head of Debt Recovery, 
Business Heads, Team Leaders and Fee Earners. 

 


