[image: C:\Users\mandy.carter.ANVBV\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\J6FKH75K\AFSI_FlyingA_AmTrust_color (2).png]

	Job Title: Credit Management Analyst

	Reporting to: Jane Butler, Credit Control Manager 


	Direct Reports: None

	Operating Business: AmTrust International Underwriters DAC (AIU), Branch Business Unit


	Department: Credit Control

	Revision Date: 01/09/2024


	PCF/CF role:  No



Position Overview

The Credit Management Analyst will be working on a bespoke project which forms part of our overall Insurance Platform Project.  They will work with the Business and the Project team and perform a high volume of reconciliations within our new Credit Control system. 


Essential Job Functions

· Reconciliation of data and cash received, raising any queries and following up with relevant internal or external parties
· Initiate prompt receipt and payment of bordereaux within agreed credit terms and following up on any overdue amounts in a timely manner.
· Monitor and pursue due and overdue and settlements.
· Reconcile unallocated cash liaising with Finance Dept where necessary.
· Identify and escalate errors/issues in a timely manner.
· Regularly update team trackers to track reconciliation progress.
· Provide weekly status updates to Manager.
· Provide status updates to Executive Management Team if and when required.
· Liaise closely with Finance Department throughout the project.
· Assist in the production, distribution and follow up of operational and risk reports as requested by the Management team
· Adhere to the laid down policies and procedures within the Company and group in accordance with SOX, raising any issues with the Head of Business Operations 
· Contribute to the overall success of the Company through active and positive contribution to the strategic directions taken
· Working alongside underwriters and analysts, reviewing data for accuracy


Qualifications & Experience

· 2-3 years office experience, preferably within the Insurance or finance industry or in a reconciliation/credit control environment
· Proven experience of working with numbers and analysing large amounts of data with a high level of attention to detail



Skills & Abilities

· Strong Excel skills – proficient with VLookups and Pivot tables
· Competence with Microsoft Word and Outlook
· Ability to work under own initiative and as part of a team
· Good communication skills, ability to build and maintain relationships with all internal departments and Third Party Administrators 
· Excellent time management and ability to meet month end deadlines
	

Core AmTrust Behavioural & Professional Competencies  

Results Driven: Displays energy, determination and a sense of urgency to get the job done; understands the importance of meeting deadlines to achieve objectives; takes responsibility for organising own workload to ensure goals are met; identifies barriers or issues that might impact adversely on getting the job done and is proactive and innovative in resolving problems and finding solutions; strives for excellence.

Adaptable & Open to Change: Demonstrates a willingness to adapt and change according to circumstances; is able to comfortably handle ambiguity and changes in priorities; identifies the requirement to demonstrate flexibility for the wider benefit of the department and the business; supports change and the drive to continuously improve.

Relationship Management & Customer Focus: Builds and maintains strong internal and external customer and other relationships as relevant to role; is able to effectively understand and support customer needs while balancing business needs; takes responsibility for meeting agreed service levels and other commitments.; strives to deliver excellence and innovates to deliver solutions; ensures that everything that they do complies with all Treating Customers Fairly (TCF) principles.

Risk Management: Is able to understand and identify common types of business risks for their functional or business area; actively supports the maintenance of an effective control environment; takes timely remedial action as may be required to prevent or minimise loss; proactively escalates risks to the appropriate party; supports continuous improvement in the management of risk.

	Collaboration: Demonstrates respect and integrity in all collaboration with others; works with rather than competes with others in the business to achieve company goals; builds trust through open communication; adapts style and messaging appropriately; seeks out and listens to the opinions of others; supports team building and an inclusive culture that values diversity.

Continuing Professional Development: Proactively keeps up to date with regulatory and professional changes; maintains the required knowledge and skills to perform in post and undertakes all required / mandatory training; ensures that annual learning and development plans and Continuing Professional Development (CPD) obligations are achieved.

AmTrust Values: Able to demonstrate and role model AmTrust’s values: Excellence, Innovation, Integrity, Responsibility, Inclusion and Teamwork.







	Signed
	Title
	Date

	
	Credit Control Manager
	

	
	
	



	NOTE:  This job description is not intended to be all-inclusive.  Employee may perform other related duties as negotiated to meet the on-going needs of the organisation.
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