
Robert Smith 
Debt Specialist

PERSONAL STATEMENT

Seeking a full time position at a company where high level customer 
service and collection skills, excellent attention to detail, and previous 
collection representative, loan service counselor &amp; receptionist 
experience will be utilized.

WORK EXPERIENCE

Debt Specialist
ABC Corporation -   August 2004 – July 2005 

Responsibilities:

 Monitored the bond arbitrage compliance to ensure the expenditure 
schedule requirements are met while maximizing interest earned.

 Ensured that costs are accurately reflected by reconciliation and 
maintenance of various tracking systems and reviews the long-term 
financial plan of the City&rsquo;s enterprise to ensure compliance with 
their financial policies.

 Reviewed and analyzed financial documentation, analyzing cash flows 
to determine timing and bond issuance amount, production of the 
preliminary and official statements, review of Master/Supplemental 
Indenture, production of rating agency presentations, and coordination 
of related tour, scheduling of public hearing and review of all legal 
documents.

 Reviewed draft legal documents and makes recommendations to 
management; monitors ongoing compliance and administers the 
City&rsquo;s debt portfolio, which includes accurately reporting, budget
and paying the City&rsquo;s debt service and monitoring the 
City&rsquo;s portfolio for potential refunding opportunities.

 Prepared analysis and/or written communications; participates in 
discussions regarding financial policy, strategy, and stewardship and 
assists in planning the Citys long-range debt strategy to maintain the 
financial integrity and credit rating of the City.

 Scheduled and coordinated meetings with various agencies and 
personnel by coordinating participants and materials, providing the 
agenda and strategy for projects, providing feedback, and monitoring 
the completion of goals and objectives.

 Conducted a variety of research and other assigned projects by 
compiling and reviewing internal and external organizational 
information, preparing position and issue papers.

Debt Specialist
Delta Corporation -   1999 – 2004 

Responsibilities:

 Managed Educational Resource Institute account for one of the 10 
largest collection agencies in the US specializing in higher education 
loans.

 Averaged $300k - $400k/month in settlement negotiations with 
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CONTACT DETAILS

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

SKILLS

Microsoft Words, Power 
Point, Amazing 
Charts,CPR, Food Safety,
Shift Management., Code
Calling, Customer 
Service, Medical 
Terminology, Data 
Entry , Billing And 
Coding, Electronic 
Medical Records.

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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attorneys and physicians.
 Calculate clients available monthly income to meet debt obligations.
 Create debt management plans, spending plans, or budgets to assist 

clients to meet financial goals.
 Interview clients by telephone or in person to gather financial 

information.
 Recommend strategies for clients to meet their financial goals, such as 

borrowing money through loans or loan programs, declaring 
bankruptcy, making .

 Confirmed and processed pending bankruptcy cases Negotiated 
payment arrangements and offered settlements Obtained and updated 
customer demographics .

Education

Diploma
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