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JOB DESCRIPTION & PERSON SPECIFICATION
Job Title:

Team Leader – Income
Reporting To:

Finance Manager – Financial Control
Responsible For:
Day to day management of finance aspects of the Income function
1. Primary Objectives
To be responsible for;

· Ensuring that multi-channel trading needs of the business are supported

· Establishing customers in accordance with internal processes

· Arranging the appropriate level of credit cover for each customer every season

· Ensuring that customers comply with the Seasalt terms & conditions

· Ensuring records are correctly updated between B2B system (Blubolt), Futura and AX
· Recording and banking of Wholesale customer payments

· Regular review and chasing of outstanding Wholesale debts

· Reporting bad debts to credit insurer and liaising with administrators as appropriate

· Manage relationship with Wholesale customers and respond to their queries

· Recording & reconciling branch and online transactions
· Review quarterly returns from Licensing partners, raise invoice and account for remittance
· Oversee store income administration processes (inc new store requirements) 
· Provide management information as agreed

· Review and refine processes for efficiencies

· Lead and develop team members


Ensuring all tasks are effectively carried out and completed on time.
2. Main Tasks and Key Areas of Work

· Ensuring that multi-channel trading needs of the business are supported

· Be aware of and plan for various requirements defined by business planning process

· Liaison with Seasalt Online, Wholesale and Retail Ops functions as necessary

· Establishing customers in accordance with internal processes

· Ensure credit application form and signed terms and conditions are received from new customers as required
· Check set up of customers on B2B solution and Finance system

· Arranging the appropriate level of credit cover for each customer every season

· Liaison with Wholesale function and Credit Insurer as necessary

· Ensuring that customers comply with the Seasalt terms & conditions
· Review payment amount with reference to available discounts and timeliness
· Ensuring records are correctly updated between B2B system (Blubolt), Futura and AX
· Review and reconciliation of information from three sources

· Recording and banking of Wholesale customer payments
· Banking payments and ensuring their correct allocation to relevant customer account on Finance system

· Regular review and chasing of outstanding Wholesale debts

· Ensuring relevant chasing method is employed at right stage

· Ensuring up-to-date calculation of any charges, discounts or interest

· Minimising bad debts

· Reporting bad debts to credit insurer and liaising with administrators as appropriate

· Collect payment, retrieve stock or recover debt where possible through credit insurers

· Manage relationship with Wholesale customers and respond to their queries

· Acting in accordance with company’s brand values

· Recording & reconciling branch and online cash, card and PayPal transactions

· Oversee retrieval and recording of tender turnover information

· Oversee resolution of any issues
· Oversee handling and storage of customer credit card slips
· Liaise with Bank and Payment Service Providers as necessary

· Review quarterly returns from Licensing partners, raise invoice and account for remittance

· Oversee store income administration processes (inc new store requirements) 

· Oversee and review income administration process with operational managers

· Ensure new stores have paying in books, appropriate floats and all associated paperwork to facilitate efficient new store trading
· Liaise with Bank and Payment Service Providers as necessary

· Provide management information as agreed

· Report on and review Income KPIs monthly with FM – Financial Control
· Aged Debtor analysis including debtor days, analysis of discount behaviour, bad debt and debt collection costs

· Review and refine processes for efficiencies

· Constant review of functional processes for robustness, efficiency and control

· Propose improvements as appropriate to FM – Financial Control
· Lead definition, documentation and implementation of process change

· Lead and develop team members

· Recruit, train and develop team members

3. Measurable Performance Targets

· All transactions recorded accurately on Finance system within agreed timescales

· All accounts reviewed at least weekly

· Bad debts and debt collection costs minimised

· Minimise debtor days

· All discrepancies resolved within agreed timescale

· Produce all reports within agreed timescales

· Hold regular catch-ups, job chats and team meetings

· All other agreed operational KPIs met

4. Scope of Authority

· Work with FM – Financial Control to provide day to day management of the Income function.

· Communicate with and instruct Bank, Credit Insurer, Payment Service Providers and Customers as necessary

· Work with all employees with relevant responsibilities to ensure multi-channel trading needs of the business are supported

· Supporting Finance team to help achieve finance function objectives

· Manage team members
5. Other Specific Requirements of the Post

· Keep confidential all knowledge of company business, finance and statistics.

· To represent Seasalt Ltd and promote its brand image through all activities
· Ability to work additional hours to suit the needs of the business.

6. Person specification for this post
	ASSESSMENT CRITERA
	ESSENTIAL SKILLS
	DESIRABLE SKILLS
	HOW IDENTIFIED

	QUALIFICATIONS


	5 GCSEs or equivalent at grade C or above to include Maths & English.

AAT qualified or QBE
	Part qualified or QBE accountant (ACCA, CIMA, CIPFA, ICAEW)

Or ICM qualified
	APP FORM/CV

	WORK RELATED EXPERIENCE/SKILLS


	IT literate with good working knowledge of IT packages including MS Word, Excel, Outlook as a minimum.
	AX
	APP FORM/CV & INTERVIEW

	PERSONAL SKILLS/ QUALITIES


	Numerate with excellent attention to detail.

An analytical mind.

Rigorous, methodical and logical approach to problems.

Organised with excellent time management.

Able to prioritise and work autonomously.

Good team player.

Excellent communications skills (IT, verbal, telephone and written).

Confident

Reliable

Follows procedures through to conclusion.

Adaptable
	Team management skills.

Sound decision making.


	INTERVIEW

	SPECIAL WORKING CONDITIONS


	
	
	INTERVIEW


