
 
Debtors Clerk  

(Part-time 12 month fixed-term) 
 
The Tertiary School in Business Administration (TSiBA) is searching for new talent to join our expanding and 
dynamic team. In line with our commitment to excellence and innovation, new positions have been created 
and we have exciting and rewarding opportunities. TSiBA is committed to driving sustainable social change 
and igniting opportunity. 
 
The main purpose of this position: Assisting Bookkeeper with various creditor and debtor functions/duties 
within the Finance Department. 
 
Accountable to: 
 
Bookkeeper 
 
Key Performance Areas/Responsibilities (not limited to the following): 
 
KPA 1 - Debtors’ Functions (85%) 

 Prepare and monitor Debtors age analysis 
 Prepare and send monthly debtors’ invoices and statements 
 Debt collection via Phone, SMS, email, registered post etc. 
 Creating and updating of debtors master file 
 Following up debtor payment agreements 
 Communicate (both verbal and written) with debtors with regard to overdue accounts 
 Preparing debtors file and creation of debtors accounts in the system 
 Maintain and implement clear communication processes between the Finance and Academic 

Departments 
 Management of student fees including sliding scales 
 Liaise with the Debt Recovery Agency 
 Manage the handing over of bad debts and the allocation of bad debts recovered 
 Reconcile student stipend payments (Lewis, City of Cape Town, etc) in collaboration with their student 

account 
 Ensuring that the Debtor’s Management Policy is understood and followed 

 
KPA 2 - General (15%) 

 Pastel processing eg. journal entries, debtors’ statements, etc. 
 Filing of debtors documents, student agreements, invoices, etc. 
 Liaising with relevant stakeholders regarding debtor’s-related queries 
 General Assistance to HOF and Bookkeeper 

 
 

 
 
 
 
 

 



 
Requirements: 

 Matric with Mathematics and Accounting essential 
 Higher Certificate in Accounting/ Bookkeeping/ Finance-related qualification 
 Minimum of 2 years’ experience in similar/ finance-related role 
 Basic Pastel Partner/ Evolution experience or similar package 
 Google suite knowledge is highly advantageous 

 
To apply to be part of this dynamic team, please send your CV with supporting motivation letter to 
hr@tsiba.ac.za 
 
TSiBA Education is committed to Employment Equity when recruiting internally and externally, this includes 
persons with disabilities. It is company policy to promote from within wherever possible. Therefore, please be 
aware that internal candidates will be considered first before reviewing external applicants, providing that this 
supports the achievement of our Employment Equity goals. 
 
Please note that shortlisted candidates should be prepared to attend face-to-face interviews at the Cape Town 
campus, at their own cost, and may be required to undergo psychometric assessments. 
 
Closing Date: open until filled.  
 
 

If not contacted within 14 days after the closing date, please consider your application unsuccessful. 
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