
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



  



 



 
 
 
 
 
 
 
 
 
 

YOUR IMPACT: 

To provide first level billing support to all Nova Energy customers. 
 

REPORTS TO:  

Billing Services Manager 
 
 

YOUR PRIMARY RESPONSIBILITIES INCLUDE: 
  

Customer 
Service 

 Customer enquiries for specialist services 

 Be available to receive customer enquiries when escalated from Call Centre 
and/or Billing Services Manager 

 Recording all customer queries into Orion, accurately. 

 Responding to customer enquires received via all forms of media (email, 
written, fax, phone etc) within agreed timeframes.  

 Ensure that customer(s) are always provided with high quality, accurate 
information and that their expectations are either met or exceeded. 

 Provide support/assistance to all project related work when requested 

 Engage and provide on-going idea’s for process improvement (service quality) 

 Identifying customer needs (internal/external) and solving issues promptly and 
professionally with a solutions based approach 

Billing 

 Complete all billing tasks on a daily basis (ensuring all critical billing functions, 
reports, corrections, amendments, customer calls etc) within agreed 
timeframes 

 All/any billing corrections (reversals, re-bills, pricing changes etc) are 
completed within agreed timeframes with accuracy 

 Meter Reads – coordination and processing of meter readings and associated 
files. Analyse quality of received data. 

 Take steps to ensure “actual” meter read(s) are obtained where possible and a 
pro-active solutions based approach is used to obtain this where applicable 

 Perform data validations for correctness of meters reads, investigate possible 
meter reading and price plan errors 

 Establish the reason for meter read exceptions, and determine if these can be 
resolved and reduced 

 Liaise with bill printing service provider 
 Ensure quality of printed invoices, including accuracy of content 

 Review and approval of bill printing runs 

 All tasks should be performed in accordance with company process and 
procedures 

 
Billing  
Coordinator 



Other Duties 
 Cover for Billing Services Manager in absence. 

 Other duties as directed including special projects when required. 

 
 

QUALIFICATION: MINIMUM REQUIREMENTS 

 Experience in a Customer service or billing role  
 Proficiency with MS Office (Excel and Word) 
 Working knowledge of billing and accounts receivable processes desirable 
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