
Collectors 

Collectors are professionals responsible for recovering outstanding debts or payments owed to an 

organization, such as loans, utility bills, or invoices. They communicate with clients or customers 

to negotiate repayment, maintain accurate records, and ensure compliance with legal and 

organizational policies. Their work helps maintain cash flow and financial stability for the 

organization. 

Duties and Responsibilities (Points): 

• Contact clients or customers to collect overdue payments 

• Negotiate repayment plans and settlements 

• Maintain accurate records of accounts and collection activities 

• Verify client information and account details 

• Follow up on unpaid invoices and outstanding debts 

• Ensure compliance with laws, regulations, and organizational policies 

• Prepare reports on collection status and progress 

• Coordinate with finance and legal departments when necessary 

• Advise clients on payment options and obligations 

• Handle disputes or complaints professionally and diplomatically 

 


