AmSher Receivables Management

Job Description

Position Title: Collections Agent




        

Department: Operations
Summary:

Contacts consumers for creditors or other concerned parties by performing the following duties.

Essential Duties & Responsibilities:
1. Contact consumers by phone to attempt collection of money owed by adhering to all Federal, State, and Local laws as well as the company’s policies 

2. Utilize computer system and software to record data collected through phone conversations with consumer

3. Other duties as assigned

Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Excellent communication and customer service skills are required.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience:
High school diploma or general education degree (GED); or one to three months related experience and/or training; or equivalent combination of education and experience are preferred.

Language Skills:
The ability to read and interpret documents such as collection laws, operating and maintenance instructions, and procedure manuals; the ability to write routine reports and correspondence, and the ability to speak effectively to consumers and other employees of the organization is required.

Mathematical Skills:
Basic math skills such as the ability to add, subtract, multiply and divide as well as the ability to perform these operations using units of American money is required.

Reasoning Ability:
The ability to apply common sense understanding to carry out detailed but uninvolved written and oral instructions and the ability to deal with problems involving a few concrete variables in standardized situations is required.

Physical Demands:
The physical demands described here are representative if those that must be met by an employee to successfully perform the essential functions of this job.  Over 2/3 of the on-the-job time is spent sitting, using hands and fingers for keyboarding, talking, and hearing.   Clear vision is necessary for reading the computer screen.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Work Environment:
The work environment characteristics described here are representative of those an employee would encounter while performing the essential functions of this job.  There is limited exposure to outside environmental conditions.  This is a business office environment with a moderate noise level (light traffic, computers, printers).  Reasonable accommodations mat be made to enable individuals with disabilities to perform the essential functions.

ALL MEMBERS OF THE AMSHER TEAM ARE EXPECTED TO EXHIBIT THE CORE VALUES DURING DAY-TO-DAY OPERATIONS AS WELL AS PROVIDE A POSITIVE ATMOSPHERE.

