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Job Description

Job Title:
Credit Analyst
Job Code:
JN1140
Job Grade:
J15
SJC Code:
TBD

Reports to:  
Manager
EEO-1/Job Family:
Technical
Supervises:
None
Created/Revised:
November 30, 2005
Ed/Exp:
HS/3
Travel:
<5%
Lic/Cert:
None
Environment:
General Office


Objective:  To provide full-performance level credit analysis in compliance with company credit policy and procedures, and related laws and regulations.
Essential Functions: 
1. Evaluates, approves or denies changes to customer accounts, daily orders, and contract accounts.

2. Coordinate with United States, Germany & United Kingdom offices for credit approval / denial in billing and collection with regional customer base, as assigned.

3. Analyzes, researches and resolves a variety of internal and external customer inquiries concerning account status.  Initiates communications to resolve discrepancies, and processes corrections.

4. Contacts customers for payment schedules, terms and compliance, and resolution of account problems.

5. Communicates credit policy, procedure, and regulatory issues, and coordinates credit decisions and practices with Customer Sales and Service representatives.

6. Prepares financial reports and analysis of data, including bankruptcy proceedings, bad debt collections proceedings, outsource collection activity, and related departmental reporting.

7. Reviews assigned customer accounts as scheduled or required.  Generates “DUN” letter and correspondence, research and resolution of past due account activity.

8. Performs other related duties, including special projects, as required or requested.
Education/Experience: Graduation from High School or equivalent.  A Bachelor’s degree in Accounting, Finance, Business Administration or related field, is desired.  Three (3) or more years of related and equivalent experience conducting credit analysis, accounts receivable, customer service, collections, credit administration, or the equivalent and validated proficiency.
Knowledge, Skills & Abilities: Demonstrated proficiency evaluating, approving or denying changes to customer accounts, daily orders, and contract accounts.  Demonstrated proficiency coordinating with United States, Germany & United Kingdom offices for credit approvals or denials in billing and collection with regional customer base, as assigned.  Demonstrated proficiency analyzing, researching and resolving a variety of internal and external customer inquiries concerning account status. Demonstrated proficiency initiating communications to resolve discrepancies, and processes corrections Demonstrated proficiency contacting customers for payment schedules, terms and compliance, and resolution of account problems. Demonstrated proficiency and thorough knowledge of basic accounting principles. Demonstrated proficiency analyzing diverse, complex, and voluminous credit information.  Demonstrated proficiency preparing diverse reports for use by staff and management.  Demonstrated proficiency taking action to consistently maintain the integrity and confidentiality of all credit data.  Demonstrated experience working successfully with others, and persuading and negotiating others to comply with strategies proposed.  Demonstrated knowledge of and experience accurately communicating credit policies and procedures.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse business development teams, and executive management.  
Licensure/Certification: None.
Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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