Account Collector Resume

This sample resume of Account Collector is very informative in nature. As it contains broad information about the responsibilities of account collector candidates can use it for building up new resume.

John Kelvin,
House No. 33,
Main Street,
New York, NY,
United States of America,
Phone: 123-456-7890
CAREER GOAL:
To attain a challenging career opportunity in Account Collector field and increase further knowledge in this field.

SKILLS:
• Outstanding verbal and written communication skills
• Exceptional quantitative and analytical skills
• Good knowledge in Microsoft Excel, Word, Outlook and PowerPoint
• Ability in business and operations management

WORK EXPERIENCE:
2004-Present
Account Collector
MEERE & COMPANY, CALIFORNIA, U.S
· Accept payments and post amounts paid to customer accounts.

· Establish and scrutinize overdue accounts, using computers and a range of automated systems.

· Complete the work of recording the information about financial status of customers and status of collection efforts

· Give advice to customers of necessary actions and strategies for debt repayment.

· Carry out a variety of administrative functions for assigned accounts, such as recording address changes and purging the records of deceased customers.

2000-2004
Debt Collector
VORNING INCORPORATED, CALIFORNIA, U.S
· Organize debt payment schedules and assigned interests on unpaid taxes and loans.

· Bring up to date delinquent accounts of their late payments and penalties via mail, telephone and SMS messages.

· Offer personal advice to customers on the best actions that should be taken to reduce account penalties.

· Carry out one-on-one meetings with clients and present repayment structures and schedules.

· Give hotline support to address customer inquiries, questions and resolve problems with their accounts.

· Complete clerical duties which include answering correspondence and writing reports.

EDUCATIONAL QUALIFICATION:
BACHELOR OF COMMERCE, 1995
PULASKI COUNTY COLLEGE, NEW JERSEY, U.S
MASTER DEGREE IN COMMERCE, 1997
FARLEIGH DICKINSON UNIVERSITY, NEW JERSEY, U.S
