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	Job Title
	Associate / Graduate trainee
	Job Family
	Financial Shared Services

	Grade
	L1
	Reports to
	Assistant Manager / Deputy Manager

	Location
	Kochi
	Team Size
	N/A



	About the Role:

	In this role, you will report to the Assistant Manager / Deputy Manager and provide a first class and quality service to our clients. Few responsibilities include

· To complete O2C (Billing, Credit control and Cash apps) activities by meeting the KPI’s within the turnaround time
· Raise and respond to queries raised by Internal and External Stake holders
· Proactively seek learning opportunities to develop and maintain good knowledge of process & systems, clients, workflow, and process instructions
·  To take an active part in promoting your own training and development in all areas

	

	Role Accountabilities and Requirements:

	
Key Accountabilities –

· Handling day to day activities of O2C process –Billing, Credit control and Cash apps
· Resolving queries from AM/PMs and providing supporting evidence
· Adhere to KPI’s and support for timely closure of all assigned activities
· Ensure adherence to internal controls and to the process landscape.
· Regular review of end-to-end activities and push the same for completion.
· Support for internal/external audit queries and provide supporting evidence.
· To build and nurture constructive relationships with the onshore team
· To build and nurture constructive relationships with internal colleagues and other business areas
· Contribute to team efforts, team activities, team meetings etc
· Share the best practices within the team and support in process training sessions within the team.
· Update Process Related Reports and Documents 
· Adhere to company policies, rules, and regulations
· Adhere to work timings & leave schedules







Essential Skills:

· Graduation/Post Graduation in Finance and Accounts with 1-3 year of relevant experience. 
· Knowledge and competence in key finance process domains – O2C
· Experience of using leading O2C systems/ Finance ERPs
· Eye for detail
· Knowledge in SAP or Oracle NetSuite with Sales Order Creation will be an added advantage. 
· Good Reporting, Analytical and communication (verbal and written) skills
· Takes ownership and accountability of areas supported.
· Good communication skills, ability to effectively communicate with multiple levels within the organization. 
· Ability to understand the billing aspects of a contract
· Proactively communicate with onshore and offshore so that activities are not delayed.






	About Zellis

	
Zellis is the leading provider of payroll and HR solutions for the UK and Ireland.
Together with Benefex and Moorepay, we form the Zellis Group, serving a vast array of companies across every vertical and industry.

Our purpose is to make people feel appreciated for the work they do – through precision, choice, and magic.

Our history
We have over 50 years of heritage and industry experience – and we’ve been ahead of the curve throughout. More than half a century ago, we were founded as Peterborough Data Processing. Quite a lot has changed since then – not least our name. We were acquired by Northgate, becoming NorthgateArinso in 2007 and NGA Human Resources UK and Ireland in 2014, where we were joined by Moorepay. In 2018, the UK and Ireland division were sold to Bain Capital and now we operate as a standalone company. After acquiring Benefex, we’re now even better equipped to serve the complex needs of our customers.

Our vision
Our vision is to be the clear leader in pay, reward, analytics, and people experiences. There’s nothing more important to us than building trusting and beneficial relationships with our customers, using our size, scale, and breadth of experience to offer tailored solutions that precisely meet their business needs. We design solutions that keep our customers ahead of change as they navigate the regulatory complexity and workforce uncertainty which exists in today’s business landscape. At the heart of everything we do are our highly qualified payroll and HR experts, who are committed to delivering first-class customer service at all times.

We’re proud of our culture
At Zellis we work hard to create a culture where people want to join, belong to, and be part of a progressive organisation. We’re committed to recruiting and retaining a diverse and inclusive workforce that is representative of the customers we serve and the communities we operate in.

Our values, which were defined with input from all of our 2,000 colleagues, are not empty words on a poster. They reflect who we are, and how we operate as a business




Making People feel appreciated for the work they do.
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Our values...
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Unstoppable together

We work together to

achieve amazing results.

We are inclusive,
celebrating differences
and respecting others.
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Always learning

We build expertise in
ourselves and others.

We are dynamic, always
looking for better ways.
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Make it count

We work with precision
and pace.

We take ownership for
what we do and how we
do it matters.
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