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Position Title: Collections Representative 

Reports To: Collections Manager  

FLSA Class: Non-Exempt 

  

Position Summary: 

Responsible for collecting past due payments from customers. Communicates in a 
straightforward and assertive fashion. Assumes responsibility for mistakes and failures. 
Demonstrates consistency between what is said and what is done. Builds and maintains 
productive relationships with people throughout the organization. Demonstrates flexibility 
in working with others. Clearly and accurately defines problems.  
 

Essential/Primary Job Functions: 

 Negotiates payment of all current and past due accounts by direct telephone and 
written correspondence. 

 Initiates correspondence regarding delinquency status; updates customer account 
information. 

 Identifies and monitors potential problem accounts. 

 Utilizes collection techniques to resolve accounts according to company’s policies and 
procedures. 

 Researches, resolves, corrects, and prevents invoice discrepancies by active interaction 
with customers. 

 Communicates status of account problems on a regular basis. 

 Assists with related special projects as required. 
Performs other duties as assigned by supervisor 
 

Job Requirements for Essential/Primary Job Functions: 
            

 Demonstrated ability to calculate past due amounts. 

 Commitment to excellence and high standards. 

 Excellent written and verbal communication skills. 

 Ability to prepare reports and business correspondence.   

 Ability to understand and follow written and verbal instructions 

 Strong organizational, problem-solving, and analytical skills; able to manage priorities 
and workflow. 

 Acute attention to detail 

 Ability to work independently and as a member of various teams and committees.  

 Must be able to speak, read, write, and understand the primary language(s) used in the 
workplace. 

 Ability to perform diversified clerical functions and basic accounting procedures. 



 
 
 

2 
 

 Ability to effectively communicate with people at all levels and from various 
backgrounds. 

 Bilingual skills a plus. 

 Excellent customer service skills 

 Versatility, flexibility, and a willingness to work within constantly changing priorities 
with enthusiasm. 
 

Compliance Accountability:  
 

 Responsible for compliance with all regulations, laws, and bank policies and procedures 
that pertain to your day-to-day job responsibilities. 

 Responsible for maintaining a working knowledge of all compliance regulations 
pertinent to your assigned duties by successful completion of any courses assigned on a 
timely basis. 

 Responsible for participating in BrandBank’s community development program at least 
one day each year. 

 Responsible for adherence to BrandBank’s Code of Professional Ethics and Conduct as 
well as observing and promoting compliance with the Code among fellow bank 
personnel, customers and vendors. 
 

Education/Work Experience: 
 

 Associate's degree (A. A.) or equivalent, one to two years related experience, or 
equivalent combination of education and experience.  

 Experience in collections is required 

 Must be proficient in Excel 
 
 

BrandBank is an Equal Employment Opportunity (EEO) employer and welcomes all qualified 

applicants. Applicants will receive fair and impartial consideration without regard to race, sex, color, 

religion, national origin, age, disability, veteran status, genetic data, or religion or other legally protected 

status. 

 

Apply Here  

http://www.thebrandbank.com/home/careers

