      



[image: C:\Users\ACoombes\Documents\REBRAND\Logos\QA_Logo.jpg]  
               

JOB DESCRIPTION

[image: ]



JOB
DESCRIPTION

























	1. Job specifics

	Job Title:
	Income Operations Manager (FTC) – 12 months 

	Reports to:
	Deputy head of Income 

	Location:
	London, with occasional travel

	Department:
	QAHE Finance



	2. About the role

	What you’ll be doing?
	As the Interim Credit Manager, you will work closely with the Deputy Head of Income and Head of Income to oversee the Billing & Accounts Receivable/Working capital function for the QAHE business. You will be backfilling the Deputy head of Income role in order for them to focus of Finance Transformation projects.

	Key Responsibilities
	· Assist in leading multiple sub-teams within the income department, including accounts receivable operations, student funding and collections.
· Collaborate with the Head and Deputy of Income to devise, implement, and establish policies, systems, and procedures aligned with long-term strategic growth objectives.
· Understand complex business problems and contribute to identifying long-term solutions/platforms aligned with business partner views.
· Support the implementation and awareness of all Income policies and systems to enhance delivery on agreed SLA and KPI requirements. 
· Aid in managing accounts receivable/income function by implementing sustainable systems and processes to meet business sales ledger demands/targets/expectations.
· Support the setting of cash collection targets and provide reporting on payment behaviour against targets.
· Collaborate on maintaining and cleansing sales ledgers for business partner joint ventures, including monthly/annual reporting on aged/bad debt provisions.

	KPIs & SLAs
	· Revenue collection targets: Meet or exceed targets set for the income department, including cash collection, billing accuracy, and reduction of aged debt.
· Customer payment performance: Monitor and improve performance metrics, including aged debt reporting, percentage of overdue accounts, and bad debt write offs.
· Process efficiency: continuously optimise billing, accounts receivable, and refund processes to enhance efficiency and reduce errors, ensuring compliance with SLAs. 
· Team performance: lead and develop the income team to achieve individual and collective performance objectives, including productivity, accuracy, and customer service levels.
· Compliance and risk management: Ensure compliance with regulatory standards, internal policies, and best practices related to credit management, debt recovery, and financial transactions.
· Business partner satisfaction: maintain strong relationships with university partners and other stakeholders, ensuring satisfaction with income department services and responsiveness to their needs. 
· Project delivery: Successfully manage and deliver projects related to billing system enhancements, process improvements, and strategic initiatives within agreed timelines and budget constraints.
· Reporting accuracy and timeliness: provide accurate and timely reporting on revenue performance, accounts receivable ageing, bad debt provisions, and other key metrics to support decision making by senior management.  

	Key Working Relationships
	Internal
Collaborate closely with the Head of Income to ensure alignment of departmental objectives and strategies. 
Build rapport and trust within the income department, fostering a cohesive and productive team environment.
Engage with senior leadership across various departments to facilitate effective communication and collaboration on strategic initiatives.
Work closely with the FP&A team to provide data and insights for budgeting, forecasting, and cash flow objectives. 
Coordinate with the Academic Registrar to ensure dataflow supports revenue adjustments, billing, and compliance with academic schedules.
Collaborate with the Financial Controller on revenue recognition, audits, and reporting requirements. 
Maintain a strong relationship with the Head of QAHE Compliance to ensure transparency and compliance with regulatory standards. 
Partner with the Head of Welfare to address specific customer cases and develop policies aligned with positive cash flow objectives.
Engage with the senior stakeholders to set and implement minimum service level expectations with business partners, supporting business cash flow objectives.
Provide reporting on cash flow targets and performance to the CFO, supporting decision making and business enhancements. 
Collaborate with senior HR business partners and recruitment teams to adapt risk approaches and maximise sales while controlling aged/bad debt risk.

External:
Build and maintain strong relationships with university partner Accounts Receivable heads to ensure timely cash flow payments to QAHE and align approaches to international self-funding debtors.
Engage with university partner management accounts teams to report and address aged/bad debt issues.
Foster positive relationship with university partner compliance heads to minimise adverse impacts on regulatory stats and licences. 
Cultivate positive working relationship with university partners to facilitate transparent communication and influence positive changes in customer payment journeys.


	
	3. About You

	Your Competencies
	· Management of multiple projects
· Senior stakeholder management
· Strategic planning expertise
· Data analysis and reporting
· Excellent communication skills


	Your Experience
	· Senior management experience in billing/accounts receivable function
· Understanding of consumer credit act and legal communications
· Change management experience
· Experience in leadership or supervisory role 

	Your Knowledge
	Understanding of working capital priorities
Experience in using CRM and accounting databases
Database management 

	Your Qualifications
	Desirable: CICM level 3 qualified or part qualified. 
Desirable: Institute of Leadership and Management level 4 qualification. 

	What you’ll bring to QA
	· Composure
· Problem solving capabilities
· Positive team player
· Driven to achieve objectives

	Diversity & Inclusion
	QA are able to make reasonable adjustments based on part-time work, child-care or developmental disorders that may need to be taken into consideration.
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