
VACANCY  
ANNOUNCEMENT 

JOB INFORMATION 

Location:  National Admin Unit, Paisley Position:  Credit Controller 

Contract:  Unspecified, Permanent 
Deadline to 
apply: 

30 May 2019 

Salary: 
Grade 5  (Starting salary 
£29,676.96 p.a.) 

Job 
Reference 
Number: 

 

JOB DESCRIPTION 

Because of a pending retirement, a vacancy has arisen for the post of Credit 

Controller at GMB’s National Administration Unit in Paisley. 

 

Reporting directly to the Membership Manager, the principal duties are to manage 
and co-ordinate the credit control function to maximise income cash flow by ensuring 
that all contribution income for GMB Union Nationally is received and accounted for 
in an accurate and timely manner. The postholder will also deputise for the 
Membership Manager in their absence. 
  
The successful candidate will be required to deal with employers’ payroll 

departments strongly yet diplomatically and will be capable of using discretion and 

judgement. A self-motivated, multi-tasker, highly organised and an adept 

communicator, with the ability to work to challenging targets and strict timetables. 

We’re looking for someone who can also manage and motivate others, as well as 

being a real team player.  

 

Proficiency in Microsoft Office packages, particularly Excel, together with a high 

degree of attention to detail and accuracy are essential. 

 

A full job description is attached. Full training will be provided to the successful 

candidate. 

TO APPLY  

If you’d like to request an application form please contact the Hiring Manager: 

Contact: Karen Smith   Email: karen.smith@gmb.org.uk  

Address: GMB NAU  
               St James’ Business Park 
               81 Linwood Road 
               Paisley 
              PA 3 3BB 

GMB IS AN EQUAL OPPORTUNITIES 
EMPLOYER 

 

mailto:HRDept@gmb.org.uk


GMB General Secretary: Tim Roache  
Euston Office: 22 Stephenson Way, London NW12HD  
020 7391 6700   info@gmb.org.uk   www.gmb.org.uk  

  

JOB DESCRIPTION 
 

Job Title:   Credit Controller          
 
Accountable to:  Membership Manager     
 
Place of Work:  National Administration Unit 
 
Grade:    5                    
 
Hours of Work:  Unspecified 
 
 
MAIN RESPONSIBILITIES 
 
The postholder will manage and co-ordinate the credit control function, maximise income 
cash flow by ensuring that all contribution income for GMB Union Nationally, is received and 
accounted for in an accurate and timely manner. The postholder will deputise for the 
Membership Manager in their absence. They will also be responsible for providing 
membership and statistical information.  
 
SPECIFIC TASKS AND DUTIES 
 

 Develop and maintain an effective and professional credit control system. 
 

 Manage the outstanding balances falling due and ensure that the appropriate contact is 
made with Employers at the earliest possible stage on overdue accounts.  

 

 Build and maintain direct relationships with Employers’ finance functions, tracking 
Employers’ check off payment records and pressing for faster payment frequencies, 
using tact and persuasion. 

 

 Support the monthly and statutory accounting process by reviewing income accruals 
and providing debtors’ analysis. 

 

 Reconcile the Regional Transit bank account daily and NAU Euro bank account as 
required. Identifying payments and cash received from branches and Regions and 
ensure all are correctly processed and recorded. 

 

 Ensure that the Bank Suspense account is reconciled and cleared on a daily basis. 
 
 

 Reconcile the Members Contribution Suspense account on a monthly basis. 
 

 Produce regular and accurate credit control information for management. 
 

 Take appropriate steps to lodge claims where employers are placed in receivership or 
liquidation. 

 

 Manage the administration of the Credit / Debit card payment facility across the Union.  
 

 Build and maintain excellent relationships with GMB Regions. 
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 Provide information and assistance to GMB Regions and National Office on employer 
and membership related matters. 

 

 Ensure that all employers are communicated with regarding notification and 
implementation of increase in members’ contributions rates. 

 

 Identify and target employers to improve the quality of payroll information together with 
the reduction or removal of administration charges. Promote the transfer of information 
by EDT and excel to assist database accuracy. 

 

 Research databases to gather additional employer information and update GMB 
membership database. 

 
ADDITIONAL DUTIES 
 

 Participate in the development of guidelines and procedures for the establishing of best 
practice. 
 

 Participate in the staff training and development programme, team leader and 
departmental meetings 

 

 Provide technical support for all National and Regional membership staff. 
 

 Provide cover during periods of holiday and absence. 
 

 Participate in the recruitment of Membership department staff, permanent and 
temporary. 

 

 Prepare reports, briefings and statements as required by the Membership Manager or 
Finance Director. 

 

 Run and review credit control queries to identify any anomalies. 
 
 

 Place orders for membership department stationery supplies, process invoices for 
payment. 

 
 

 Such other tasks as may be allocated from time to time by the Membership Manager or 
Finance Director. 

 
ESSENTIAL SKILLS REQUIRED 
 

 An ability to manage and motivate staff. 
 

 Strong yet diplomatic, capable of using discretion and judgment 
 

 Excellent written and verbal skills combined with strong IT knowledge including 
Microsoft Office software. 

 

 Understanding of the practical application of Sun Accounts 
 

 Self-motivated and resilient, with the ability to work to challenging targets and strict 
timetables. 
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 The ability to quickly gain a full understanding of GMB management information 
systems, Sun Accounts and knowledge of GMB regional and national requirements 

 

 Ability to work as part of a team. 
 

 Clear understanding for the need for confidentiality and the need to maintain it. 
 
 
 
The foregoing duties are neither exclusive nor exhaustive and from time to time the 
post holder may be required to undertake other tasks and duties as required by the 
Membership Manager or Finance Director. 
 
 
 
Signed……………………………………………….     Date…………………… 
 Membership Manager, National Administration Unit 
 
 
Signed……………………………………………… Date…………………… 
 Postholder 

 


