
Robert Smith 
Collections Account Specialist

PERSONAL STATEMENT

Collections Account Specialist is responsible for Analysing customer 
statistics to determine trends in the market and trends in the company's 
products, Identifying growth opportunities for new product lines and 
services, Building comprehensive customer profiles with extensive 
information on demographics, purchasing patterns, demographics, 
purchasing history, and purchase history of customers (including historical 
credit records).

WORK EXPERIENCE

Collections Account Specialist
ABC Corporation -   August 2007 – June 2008 

Responsibilities:

 Worked with all departments to ensure that collections is completed on 
time and within budget.

 Identified and prioritised needs for new acquisitions.
 Established a collection strategy that meets customer needs through 

enhanced services such as e-books, digital media and video content.
 Worked closely with Commercial Bank of Canada (CBC) to develop a 

collection strategy that helps CBC meet its goals, including access to 
digital content through CBC Digital Media Centre (CDMC), CBC&rsquo;s 
digital content platform.

 Collected items from customers at locations across Canada that are 
convenient to their business locations or home offices.

 Worked with CIOs, IT teams, and external service providers to improve 
the efficiency of collecting and analyzing data from customers.

 Identified ways to improve performance and decrease costs.

Collections Account Specialist
Delta Corporation -   2003 – 2007 

Responsibilities:

 Manage all collections with an emphasis on timely payment and 
accurate billing.

 Ensure that all collections are completed in a timely manner (e.g., on 
time) to minimize the risk of late payments or refunds.

 Ensure that proper collection processes are followed to complete a 
given transaction (e.g., reporting, verification and payment).

 Identify potential fraud trends in each account category and document 
them to ensure proper collection process is in place at all times.

 Identify potential impediment issues and document them to ensure 
proper collection process is in place at all times.

 Ensure that appropriate records are maintained to support the 
collections process and that appropriate documentation is kept when a 
given transaction.

 Manage collection processes including processing and scheduling 
collections.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Planning, Editing, 
Supervising, Directing 
Skills.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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