
The Company is the leading provider of independent news in Namibia with a high international profile.  It continues to exhibit dynamic 
growth at all levels and is always in search of dynamic, hardworking and creative people to be part of the team to take it to greater 
heights.  The following opportunity for career growth is available: 

CREDIT CONTROLLER
The Position 
To maintain an effective and professional credit control system 
for the organization.  In addition the incumbent will have the 
authority to accept or reject credit applications, debt collection 
on all customers and handing defaulting customers over to 
attorneys and dealing with all related legal aspects.

Key Areas of Focus 
Reporting, processing and reconciliations:•	  Supervise 
data processing, timeous production and distribution of 
customer statements, printing of monthly debtors’ ledger, 
reconciling and maintaining customer accounts, prepare 
debtors age analysis and reconcile nominal ledger accounts, 
analyze debtors control records and submits monthly and 
quarterly analyses.
Debt Management:•	  Review all accounts on a monthly ba-
sis, frequently contact customers who are unable or refuse 
to pay their debts through writing, telephoning or personal 
contact, reconcile monthly portfolio of overdue invoices, dis-
patch reminders of invoices overdue from the previous month 
to clients based on accounting records and administration 
thereof, act as a first point of contact for prompt query reso-
lution, liaising with other internal departments as necessary 
to correct any erroneous entries and minimize the debt out-
standing period, maintain an audit trail of credit control activi-
ties and collection on the system or associated databases, 
manage the outstanding sales balances falling due, contact 
customers before the balances become overdue to confirm 
payments and resolve cases of doubtful accounts receivable 
in co-operation with the Head of Department.
Extending credit to customers:•	  In extending credit to cus-
tomers review bank reference report, review credit reports / 
credit application and suspend credit facilities in accordance 
with credit policy, set and monitor credit limits, where required 
initiate proceedings to ensure outstanding debts are brought 
to a satisfactory conclusion, comply with the company credit 
control procedure and make certain all available accounts are 
well serviced.
Record keeping and administration:•	  Maintain complete 
records on the organization’s accounts receivable and their 
recovery, resolve client queries based on accounting reports, 
closely co-operates with the company’s legal representative 
in seeking recovery of accounts receivable in phases after the 
reminder period.
Supervision: •	 Operate under supervision, in accordance with 
general principles and directives. 

The Person  
Minimum requirements 

Grade 12 coupled with at least 5 – 10 years concrete relevant •	
practical experience.
Demonstrated experience within Credit Control. •	
Can interpret credit legal terms and requirements for clients.•	
Proven experience in exercising credit control on complex •	
and large accounts / customers. 
Proficiency in Microsoft Office Applications, specifically Word •	
and Excel.
Namibian citizen.•	
A valid Drivers license is an added advantage.•	

Competency requirements 
Display the mental agility of dealing with figures, ascertaining •	
liabilities, taking calculated risks at times and dealing with 
difficult clients.
Exhibit exceptional interpersonal objectivity ability coupled •	
with sound levels of assertiveness.
Endurance and tenacity to follow-through to ensure end •	
result is achieved whilst retaining sound customer relations.
Is detail-oriented, accepts responsibility, takes initiative and •	
can work independently. 
Prioritizes tasks, uses time in the best possible way and •	
works within appropriate policy and procedures.
Conduct conforms to that of a smart and professional busi-•	
ness manner.
Natural problem-solving skills and high stamina to effec-•	
tively operate in a high pressured environment coupled with 
a strong eye for detail.
Commitment to standards of excellence and continuous •	
improvement.
Confirmed levels of uncompromising integrity; self-motiva-•	
tion, a pro-active attitude and someone who generally enjoys 
challenges.
Apply administrative skills in an accurate and concise •	
manner.
Ability to plan and organize workflow and manage client •	
relationships.

Interested ? 
Our client offers an attractive package commensurate with qualifications and experience.  The 
closing date is 19 August 2009 and suitably qualified Namibians are encouraged to apply.  We 

request that you e-mail your CV for the attention of Jacqueline Newman to jackie@potentia.com.na  
All applications will be handled exclusively by Potentia and all selected candidates will be required to 

undertake an assessment test.  Note: Only electronically formatted CV’s will be accepted.


