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Job Description
Position Title: 
Credit and Collections Specialist
Department:
 Credit
Reports to:
 Direct of Credit
Location:
 Corporate Office
FLSA Status:
 Salaried/Exempt
Reviewed:
 September 1, 2011
Position Summary:  
Works closely with customers and sales representatives in establishing and maintaining accounts according to credit ratings in Lyons, Dun & Bradstreet and financial statements provided by customers
 Essential Functions:  
· Ability to make credit decisions by constantly reviewing and effectively analyzing credit reports and statements.
· Communicates with customers and sales representatives via telephone, email, facsimile and mail.

· Adjust credit limits based on ratings and customers payment history.

· Recognize danger signals through collection efforts and close monitoring.

· Collect past due accounts using established methods and procedures.

· Work closely with other departments-especially customer service when customers refuse to pay due to complaints ranging from replacement of defective merchandise to transportation shortages and damages.

· Place accounts for collection, with input from the director of credit, when all other efforts have failed.
· Utilize bank letters of credit in some instances where open terms have been denied and CBD is not acceptable.

· Perform related work as required.
Qualifications:

· Associates Degree preferably in accounting, finance, or other related areas
· Prior credit experience required
· Experience in collections
· Good writing and communication skills
· Detail oriented

· Good organizational skills

· Computer skills

