
 
 

 

  

 Credit Controller   
Accounts Department 
 The Firm: 
Devonshires is a leading City law firm. We provide high quality legal services to our UK and 
international clients.  We are recognised as a medium-sized niche firm, specialising in commercial/corporate, civil litigation, community housing, employment, projects and property 
especially in the area of social housing. Over the past few years we have grown significantly and now have approximately 240 employees. 
The role  
We are looking to recruit a Credit Controller to work within our Accounts Department. You will 
have previous experience of working as a Credit Controller ideally within a law firm. Working as part of the Accounts team you will assist the Senior Credit Controller with all aspects of 
debt collection, including maintaining an effective and professional credit control system for the firm.   
Main Duties and Responsibilities: 

 Managing a sales ledger averaging £2 million and consisting of over 800 invoices on 
a monthly basis.  

 Contacting clients by telephone and email to pursue overdue invoices (average 50 
calls and emails per day). 

 Assisting solicitors to ensure client queries are addressed and dealt with promptly. 
(E.g. solicitor fee queries, missing purchase orders, invoice breakdown requests, 
duplicate invoicing, name/address amendments). 

 Assisting with monthly statement runs for all overdue accounts by email and post. 
 Assisting cashiers with allocating payments and obtaining breakdowns for 

unidentified payments. Reconciling bank receipts when cashiers are on leave. 
 Preparing monthly financial reports to distribute to the finance director and partners. 

(Aged Debt report, unbilled disbursements, client account balances). 
 Meetings with solicitors and partners to discuss their problematic debtors.  
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 Identifying uncollectable or problematic debts to discuss with supervisor and finance 
director and proposing solutions. 

 Preparing monthly reports for several clients showing details of all active case and a 
breakdown invoices raised or unbilled WIP (work in progress). 

 Liaising with clients regarding refunding of residual balances (duplicate payments, 
anticipated disbursements). 

 Identifying matters with unbilled disbursements and zero balances and speaking with 
the relevant individuals to get them cleared. 

 Keeping the senior credit controller fully informed of issues, and providing suggestions and solutions to deal with them. 
 Assisting with projects and reports when needed. 
 Maintaining an up to date and accurate record of query statuses.  
 Maintaining an organised and accurate filing system. 

 
Person Specification 

Essential 
 Minimum of 5 A-C grades at GCSE or equivalent including grade B in English Language, Literature & Maths. 
 Experience of working as a credit controller. 
 A high attention to detail to produce work/documentation which is consistently of a 

high standard. 
 Excellent computer skills (competent in Excel, DMS, Word and other accounts 

packages). 
 Good time management skills with the ability to prioritise workload, to have a flexible 

approach to ensure all deadlines are met.  Must be able to work as part of a team and possess excellent communication skills both written and verbal. 
 Desire to excel within an accounts environment. Keen to learn more about the expectations and deliverables of an expert within the accounts function. 

Desirable 
 Institute of Credit Management (ICM) qualification or similar. 
 Experience of working in a law firm. 
 Knowledge of Partner for Windows. 
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If you would like further details or wish to apply for this position please email your CV and covering letter direct to support.recruit@devonshires.co.uk and also complete the diversity monitoring questionnaire which can be 
accessed by clicking here.  
Devonshires Solicitors LLP is committed to providing equal opportunities in employment and to providing a workplace free from 
discrimination and harassment. As such all job applicants, employees, partners and third parties who come into contact with us, 
will receive equal treatment, regardless of age, disability, gender re-assignment, marriage and civil partnership, trade union activities, pregnancy and maternity, race, religion or belief, sex or sexual orientation. We welcome applications from groups where we are currently under-represented. For this reason we ask that all candidates complete the recruitment monitoring 
survey in complete confidence for statistical purposes in order that we can effectively monitor how well our Diversity procedures 
are working. To review our policies on Diversity & Inclusion and Dignity at Work please visit our recruitment pages at www.devonshires.com 


