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Billing Administrator 

Location: Beaconsfield. This is a full‑time role with hybrid working. Some travel to sites may be required for key meetings and projects. 

Reports to: Billing Manager
Working with: Group & Commercial Finance, the Data Team, wider Shared Services and Operational Teams





About InHealth:

InHealth is recognised as the United Kingdom’s largest provider of specialist
diagnostic and healthcare services. The organisation employs a workforce of 3,500
staff and has an annual turnover of approximately £350 million. Guided by our
purpose to Make Healthcare Better, InHealth works closely with the NHS and other
healthcare providers to deliver improved patient outcomes.

Central to InHealth’s mission is the aim to provide high-quality local care to over
seven million patients by 2030. The Finance function plays a critical role in enabling
this ambition, providing robust financial planning, performance insight and
commercial stewardship to support sustainable growth. Through strong financial
leadership, data-driven decision-making and effective systems, Finance helps
ensure resources are deployed efficiently, investment is aligned with strategic
priorities, and the organisation continues to deliver high-quality services for patients
and partners across the UK.

Our Values:

As a values-based organisation, InHealth is committed to principles that inform its 
actions and behaviours. These values - Trust, Passion, Care, and Creativity - are 
inspired by the core purpose of making healthcare better. They shape the way the 
organisation interacts with patients, customers, and colleagues, ensuring a 
consistent and positive approach across all areas.

Introduction:

As a Billing Administrator, you will be responsible for delivering accurate, timely, and compliant billing across multiple entities and business units. You will play an important role in ensuring billing is “right first time,” improving data quality, and helping reduce the time from service delivery to invoicing - ultimately supporting cash flow and working capital.





What you will do: 

· Run accurate, timely revenue billing across NHS and private pathways; ensuring coding, data capture and claims support clean submissions and rapid reimbursement. 
· Implement agreed inflationary uplifts accurately and on a timely basis. 
· Support automation and standardise ways of working to optimise cash conversion. 
· Develop and maintain good working relationships with Group & Commercial Finance, Operational departments and IT to ensure the effective and efficient service delivery


What you are responsible for:

· Produce accurate and timely billing across NHS and private pathways, ensuring correct coding and high-quality data submission.
· Prepare billing data across multiple modalities and legal entities to ensure completeness, accuracy, and integrity.
· Provide support and cover for Billing team colleagues to ensure continuity of service and delivery of key deadlines.
· Support the timely integration of invoices and credit notes into Microsoft Dynamics (Great Plains) in line with agreed deadlines.
· Ensure revenue streams and associated liabilities are accurately accounted for and billed correctly from the outset.
· Support the implementation and ongoing enhancement of billing processes and continuous improvement initiatives.
· Collaborate with internal stakeholders, including the Information Management Team, Commercial Finance, Key Relationship Managers, and Patient Engagement Centre, to resolve queries and discrepancies effectively.
· Maintain strict compliance with data protection requirements and patient confidentiality standards.
· Assist with the setup and maintenance of contract and pricing information within patient administration systems.
· Support initiatives to implement consolidated billing for corporate clients.
· Assist with activities relating to private patient insurance excesses.
· Contribute to wider Accounts Receivable activities, including cash posting, EDI billing, and reporting.


What people see in you:

· Confident, clear, and professional communicator.
· Organised and resilient, with the ability to manage competing priorities effectively.
· Proactive and adaptable, with a continuous improvement mindset.
· Committed to maintaining high standards of control and governance.



You will:

· Be uncompromising in your commitment to high standards of quality, accuracy, and control.
· Have a strong understanding of end-to-end billing processes and their interdependencies.
· Be proficient in billing systems, data handling, and associated processes.
· Be knowledgeable in process improvement tools and methodologies.
· Demonstrate resilience and flexibility when driving change, tailoring your approach to different stakeholders.

You have experience of:

· Working collaboratively with Finance, Operational teams, and support functions to deliver outcomes.
· Building strong, effective working relationships across a range of stakeholders.
· Driving process improvements and enhancing operational efficiency.
· Applying strong interpersonal and communication skills in a professional environment.
· Working effectively both independently and as part of a wider team.
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