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Job Description

	Job Title: Collections Advisor

	Job Holder:
	
	Role reports to:


	Collections Manager

	Department:


	Operations
	Full/Part Time:
	Full Time 

	Job Purpose


	To make contact with debtors, to negotiate arrangements to maximise cash flow. Alternatively apply appropriate collections tools to gather sufficient information to satisfy client requirements.

	Main Accountabilities


	· Agree payment plan or lump sum payment with debtors appropriate to the circumstances within set down guidelines and strategies

· Prioritise and organise workloads to maximise collections and other client requirements using tools available

· Make use of good communication, negotiation and objection handling techniques to deal with issues relating to debtor arrears

· Competent use of the collection system, and associated software packages to ensure strategies are complied with

· To review, maintain and accurately update and amend account records by use of the collections systems

· Meet and exceed individual and team targets

· Maintain quality of collection work undertaken in accord with QRP

· Fully comply with company process and procedures

· Fully comply with regulatory matters directly relating to the business


	Skills/ Competencies


	· Persuading & influencing

· Perseverance

· Energy & enthusiasm

· Oral Communication skills 

· Listening

· Attention to detail

· Flexibility/adaptability

· Initiative

· Personal Development

· Integrity



	Experience, qualifications and other requirements specific to the role


	· Target driven 

· Self motivated



	Confidentiality & Data Security


	The job holder is responsible to ensure that he or she is familiar with, and complies with the following. (Specific guidelines will be issued quarterly). 

· Data Protection Act 1998

· Office of Fair Trading Debt Collection Guidelines

· CSA Code of Practice

· Anti Money Laundering legislation

· Lending Code

· TCF

In addition, the job holder will have access to a significant amount of confidential and sensitive data. This data is only to be used for the purpose of which it is supplied and is not to be shared other than is required in performance of the role.




Signed: ……………………………………………………….

Date: ……………………………………………
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	MON
	TUES
	WED
	THURS
	FRI
	SAT
	hours
	

	WEEK 1
	8.30 am
	8.30 am
	8.30 am
	8.30 am
	8.30 am
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	I
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	I
	
	
	

	
	3.00pm
	3.00pm
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	Hours
	6.5
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	6
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	1.30 pm
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	8.00 pm
	8.00 pm
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	Hours
	7
	7
	7
	7
	6.5
	5.5
	40
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Employee Benefits

1. Salary 

 
£14,420 + £1000 shift allowance for 
those working split shifts
2. 22 days holiday 
Flexible holidays after 1 year service

Increases to 23 days after 1 year service
3. Bonus Scheme’s
1) Collector recognition scheme 
I.e. Collector of the Year and Collector of the Month
2)  Collector commission scheme

3) Corporate bonus scheme
4. Health Care scheme after 2 years service
5. Employee Assistance scheme
6. Pension scheme – employee 5%, company 2.5% (after confirmation of probation)
7. Professional development support 
8. Free tea & coffee
9. Free car parking


	Job Application Form


	Title of post applied for:
	


Confidential

	1. PERSONAL DETAILS (BLOCK CAPITALS PLEASE)
Surname: 

Forenames: 

Former surnames if different:

Preferred title (Dr, Mr, Mrs, Ms, Miss etc):

Date of Birth: 

This is for monitoring purposes only & will not be taken into account in employment decisions. Our retirement age is 60.)

Address:

Tel No (home): 

Tel No (mobile):
E-Mail Address:

Nat. Insurance No:

Nationality: 

If you are not a British passport holder or a European Citizen, or you do not have the permanent right to remain in the UK, you will require a work permit.

Do you need a work permit to be employed in the UK?

 FORMCHECKBOX 
 Yes  

 FORMCHECKBOX 
  No

If you already have a work permit, when does it expire? 

(Please note that your current work permit may not be valid for this post.)

Where did you learn of the post?

Preferred work arrangements:

 FORMCHECKBOX 
 Full-time     
 FORMCHECKBOX 
 Part-time




	2. EDUCATION AND PROFESSIONAL QUALIFICATIONS

    (Original documents as proof of qualification will be required at interview.)

Secondary School / College / University

Dates

Examinations taken

Date

Result

From

To




	Professional Qualifications currently held: how obtained, grade and date 

Other relevant Educational or Training Courses, with dates 




	3. PRESENT POST

Title of Post: 

Salary/Grade: 

Name of Employer: 

Business of Employer: 

Address:

Date Commenced: 

Date Ended (if applicable):

Town:

Post Code:

Please outline your responsibilities, to whom you are responsible and staff responsible to you (if applicable):

Reason for leaving or wishing to leave:

Period of notice required to terminate present employment:




	4. PREVIOUS EMPLOYMENT

Name and Address of Employers

Position held

Dates

Reason for leaving

Final grade/salary

From

To

Description of duties:

Description of duties:

Description of duties:

Description of duties:

Description of duties:




	5. OTHER INFORMATION

Do you hold a current driving licence?

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
Do you own a car?

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
Rehabilitation of Offenders Act 1974

Have you any convictions that are not spent under Rehabilitation of Offenders Act? 

 FORMCHECKBOX 
  Yes        FORMCHECKBOX 
   No
If Yes, please provide further details: 

Declaration of Financial Stability and Character

I declare that:

· I have never been the subject of Bankruptcy proceedings.

· I have never had a County Court Judgement recorded against me.

· I have never been subject to penalties for tax evasion.

· I have never been dismissed from employment and there are no proceedings pending.

· I have never been convicted of a criminal offence involving fraud, dishonesty or any other offence under legislation relating to Companies Insurance, Banking or other Financial Services, Insolvency, Consumer Credit or Consumer Protection.

· I have no criminal charges pending.

· I regard myself as financially secure. (Our definition of ‘financially secure’ is that you are able to meet all your current financial commitments without the need for concessions on the part of your creditors.)

Signed

Authority to undertake Credit Check

I authorise Clarity Credit Management Solutions Ltd to obtain a credit reference from one or more licensed credit reference agencies in connection with this application.

Signed




	6. REFERENCES (please supply references that cover last 3 years)
Referee 1

Referee 2

Title (Mr, Mrs etc): 

Title (Mr, Mrs etc): 

Full Name: 

Full Name: 

Job Title: 

Job Title: 

Organisation: 

Organisation: 

Address:

Address:

Town:

Post Code:

Town:

Post Code:

Tel No: 

Tel No: 

E-mail address: 

E-mail address: 

Fax No: 

Fax No: 

Please state if we may obtain this reference prior to interview.

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
Please state if we may obtain this reference prior to interview.

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No



	Referee 3

Referee 4

Title (Mr, Mrs etc): 

Title (Mr, Mrs etc): 

Full Name: 

Full Name: 

Job Title: 

Job Title: 

Organisation: 

Organisation: 

Address:

Address:

Town:

Post Code:

Town:

Post Code:

Tel No: 

Tel No: 

E-mail address: 

E-mail address: 

Fax No: 

Fax No: 

Please state if we may obtain this reference prior to interview.

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
Please state if we may obtain this reference prior to interview.

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No



	7. DECLARATION

I declare that the information given in this application form is true and complete. I understand that if I have given any misleading information on this form or made any omissions, this will be sufficient grounds for terminating my employment.
Signature: 

Date: 

Name: 

The information provided by you on this form as an applicant will be stored either on paper records or a computer system in accordance with the Data Protection Act 1998 and will be processed solely in connection with recruitment.
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Criminal Record Checks

Following a formal job offer being made all new employees and self-employed Field Agents are required to provide a Basic Disclosure in conjunction with their appointment to work with Clarity or Fieldcall.

The Basic Disclosure will contain details of convictions held in central police records which are unspent according to the Rehabilitation of Offenders Act 1974, or will state that there are no such convictions.  

In order to make an online application for a Basic Disclosure, your current address must be in the United Kingdom and you must have been resident at this address for more than 12 months.  If your current address does not satisfy these criteria, or if you have opted not to be included on the published electoral role, then you must apply using the paper application form.  This is a requirement of the identity verification procedures. 
Details of the application process are contained in the attached notes, with further clarification on the Disclosure Scotland web site.

http://www.disclosurescotland.co.uk/basic.htm
Disclosure Scotland aims to produce 90% of Disclosures within 14 calendar days.  This is measured from the date the application is received to the date of dispatch.

Once the application has been processed the information relating to your application and criminal history will be included on a Disclosure Certificate. Only one copy of the Certificate is issued to you as the applicant. We will require you to provide us with sight of the original Certificate, which will then be returned to you for your own records. 

The fee for a Basic Disclosure is £23. You should make this payment direct to Disclosure Scotland on application. The cost of the Disclosure application will be refunded to all employees on satisfactory completion of their Probationary period.
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