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Job Description 

 
TITLE: COLLECTOR / QUALITY CONTROL 
 
REPORTS TO: VP LENDING 
 
STATUS: HOURLY NON-EXEMPT 
 
Purpose 
 
Compile and evaluate information needed to collect delinquent accounts; recommend and initiate legal 
proceedings on enforcement actions; service the MasterCard portfolio. 
 
Quickly understand and analyze each situation and recommend what action needs to be taken; e.g. 
place holds, create a fraud case, terminate the member’s relationship, or continue monitoring, etc. 
 
Reviews consumer loans for adherence to loan policy, credit standards and compliance requirements.  
Provide an objective appraisal to credit union senior management in order to help identify potential 
loan problems. 
   
Document findings and recommendations in a concise, understandable manner for communication to 
the appropriate parties. 
 
 
 
Requirements  
 

- Associates or Bachelor degree preferred 
- Prior loan knowledge preferred 
- Excellent communication skills required 
- Computer literacy required especially Microsoft Office 
- Credit Union or Bank experience required 
- Ability to work independently and meet deadlines 

 
 
Duties and Responsibilities 
 

- Perform all collection activities on overdrawn shares, delinquent loans and credit cards. This 
includes telephone calls, late notices, delinquent letters, right of offset, orders for repossession 
of vehicles when necessary, and negotiates repayment schedules. Determine repossessed 
vehicle value, bidding process, and required paperwork for transfer of ownership,   

- Prepare information needed or required by collection agency or attorney firms and post receipts 
from collection agency and attorneys. 

- Assist in preparation of delinquent account information for the Delinquent Loan Committee 
including the delinquent loan report, delinquent loan monthly charts, and recommended charge 
off report.  Be present for committee meetings. 

- Research payroll deductions, stops, starts, and changes as they may affect the status of a loan 
repayment. 

- File all claims, attend hearings, and coordinate with trustees for all bankruptcy filings. 
-  Perform skip-trace duties as needed.  
- Manage disability and life insurance claims on loans. 
- Reviews consumer loan files for adherence to loan policy, credit standards and compliance 

requirements. 
- Recalculate monthly income and debt, debt to income ratios, loan to value ratios, verify 

information that was provided by the member. 
- Work with external auditors/examiners on an as needed basis. 
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- Prepare monthly quality control reports and work with the VP Operations / VP of Lending / VP of 
Branches to disseminate information. 

- Maintain confidentiality of members accounts.  
- Maintains professionalism and balance between the risk to the Credit Union and the    member. 
- Develops, maintains, and disseminates knowledge on current fraud trends and issues. 
- Perform other duties as required. 


