Job Description – Billing Executive/Accountant
[bookmark: _GoBack]Position: Billing Executive
Department: Accounts / Operations
Location: As per Company Requirement
Experience: 1–4 Years
Qualification: B.Com / M.Com / Graduate in Commerce
Job Summary
The Billing Executive is responsible for preparing and processing invoices, maintaining billing records, coordinating with dispatch and accounts teams, and ensuring accurate and timely billing of customers.
Key Responsibilities
· Generate sales invoices, tax invoices, debit notes, credit notes, and delivery challans. 
· Verify billing details as per sales orders and dispatch documents. 
· Maintain billing records and customer account information. 
· Coordinate with sales, dispatch, stores, and accounts teams. 
· Ensure GST compliance in billing transactions. 
· Prepare daily, weekly, and monthly billing reports. 
· Track pending invoices and resolve billing discrepancies. 
· Update billing data in ERP/software systems. 
· Maintain proper documentation and records for audits. 
Desired Skills
· Knowledge of GST and invoicing procedures. 
· Proficiency in MS Excel and ERP systems. 
· Good analytical and coordination skills. 
· Attention to detail and accuracy. 

