               

SALT RIVER PIMA-MARICOPA INDIAN COMMUNITY
             Human Resources Department
                10005 East Osborn Road
                 Scottsdale, Arizona  85256
                  Main: (480) 362-7571
                  Fax: (480) 362-5588

JOB POSTING FORM
	Company Title:
	First American

	Work Location:
	9000 Pima Center Parkway
Scottsdale, AZ 

	Position Title:
	Collections Specialist


	

	Position Type:
[bookmark: Check3]|X|  Full-Time
|_|  Part-Time
|_|  Contractor
|_|  Intern/Apprentice 
|_|  Other ___________________
	
	Rate of Pay: 
|X| Full-time
|_|  Part-time
|_|  Contractor
|_|  Intern 

	Hours  _40+ / week
|X|  Hourly
|_|  Salary
Benefits Eligible:
|X|  Yes
|_|  No


	

	JOB DUTIES/DESCRIPTION:

	Performs a variety of collection activities including collection calls and/or correspondence in a fast paced goal oriented collections department. Responsibilities include providing customer service regarding collections issues, process customer refunds, process and review account adjustments, and help resolve client discrepancies
· Responsible for collection of medium to complex/difficult accounts and situations.
· Responsible for the research and resolution of delinquent customers.
· Prepares justification packages to Management regarding possible further action, such as write-off or turn over to a collections agency.
· Prepare weekly and monthly updates and status reports of outstanding delinquencies for assigned accounts.
· Prepare and mail delinquent invoices to customers monthly, as needed.


	MINIMUM qualifications:

	•High School diploma
•Typically requires 3-5 years of high volume Commercial Collections experience.
•Business to Business Collections experience.
•Knowledge of Billing and Collections procedures.
•Knowledge of Accounts Receivable preferred.
•Knowledge of State and Federal Fair Debt Collections Laws, US Bankruptcy Code, and Bankruptcy procedures and regulations.
•Excellent customer service skills and the ability to manage conflict and negotiate successful outcomes.
•Must be able to analyze and interpret medium to high complexity documents to make sound decisions and recommendations.
•Organizing, Planning and Prioritizing Work-Developing specific goals and plans to prioritize organize and accomplish work.
•Proficient in time management.
•Able to thrive on working in a fast paced environment, prefer managing multiple priorities within a high-energy, collaborative, fast moving environment.
•Strong computer skills including all applications in Microsoft Office.
•Excellent verbal and written skills.
•Strong attention to detail, goal oriented.
•Experience with mainframe system Oracle preferred.  


	HOW to apply for the position and contact information?

	- Submit applications to the company contact

	submitted by:
	Kelly Hagen- kehagen@firstam.com
	Title
	Sr. Talent Acquisition Specialist

	opening date:
	8/5/15

	closing date:
	[bookmark: _GoBack]9/5/15

	For Internal Office Use Posted By:
	




Please email the following Job Posting to CommunityJobs@srpmic-nsn.gov

Human Resources will advertise the vacant position to give every opportunity for employment with the SRPMIC.
Human Resources are allowed 3 business days to refer qualified applicants for employment.
All companies conducting business within the SRPMIC have agreed to Native American Preference as defined:  Qualified members of the Community and Qualified Members of other federally recognized Indian Tribes shall receive preferences in hiring and in all other aspects of employment.

For additional information, please contact Crystal Banuelos, Community Jobs & Underfill Coordinator at (480) 362-7891
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