
                                                                 

Debtors and Creditors Officer  
Finance and Performance 
Band 4 

 
This role will be required to work at West Suffolk House, Bury St Edmunds 

and College Heath Road, Mildenhall.  You may reasonably be required to 
work at any other of the council’s premises as required in order to meet 

the needs of the service. 
 
The Debtors and Creditors Officer reports direct to the Transactional 

and Regulatory Services (TRS) Team Leader. 
 

This role assists the Chief Financial Officer in ensuring the proper 
administration of financial affairs and compliance with financial standards.   
 

Key Responsibilities and Activities 
 

 Production of monthly performance information including, aged 
debt reports and payments made within 30 days.  
 

 Production of payment, cheque and direct debit files (BACS). 
 

 Process failed or uncollected direct debits and liaise with Service 
areas in relation to this.  
 

 Review the maintenance of Customer and Supplier records, groups, 
product groups and product codes within the Financial System.  

 
 Complete accurate monthly debtor and creditor control account 

reconciliations in a timely manner. 

 
 Input into the statement of accounts and budget working papers as 

appropriate. 
 

 Work collaboratively with colleagues within the Finance Team to 

ensure the successfully production of; the annual and medium term 
plans and statement of accounts.  

 
 Routinely review invoices that fall under the Construction Industry 

Scheme and ensure they have been processed correctly. Maintain 

and monitor sub-contractor records and payments. Produce the 
monthly CIS return and associated paperwork. 

 
 Overseeing the Council’s Rent Deposit Fund Account and reconciling 

the account to the ledger on a monthly basis. 
 

 Investigate and accurately answer queries received from other 

departments/service areas, Suppliers and Customers. 
 

 Clearing any payments in the Council’s suspense account including 
Direct Debit and Credit Card Payments. 
 

 Investigation and correction/resolution of income allocation issues, 
credits, system errors and unallocated income.  

 
 Undertake such other duties as may be appropriate to the post. 


