
 

 

 

 

Position Description  

 

Position Title: Credit Analyst  

Department: Accounting 

Reports To:  Assistant Controller 

Supervises:  N/A 

FLSA:   Non-Exempt 

Date Revised: January 27, 2020 

 

 

Position Summary 

 

Contacts customers with delinquent accounts and initiates appropriate collection action. 

Updates computer records and maintains accuracy of information.  Reports to Assistant 

Controller. 

 

Essential Functions 

 

1. Reviews status of delinquent accounts and initiates collection action by contacting 

each account according to due date. 

2. Contacts and notifies cosigners and account sales representatives of delinquent 

accounts according to due dates. 

3. Prepares correspondence on delinquent accounts requiring special handling. 

4. Researches disputed delinquent account balances.  Corrects any errors, including 

misapplied payments, reversed late charges, and overpayments.  

5. Reviews accounts to be recommended for charge-off and assists in report 

preparation. 

6. Reports status of all delinquent accounts to assigned sales representatives and 

works with the sales representative to expedite the collections process. 

7. Prepares reports, summarizing findings. 

8. Monitors payment practices to protect the company from bad debt losses. 

9. Assist the department in printing pick tickets and preparing freight bills of lading. 

 

NOTE: This job description in no way states or implies that these are the only duties to be performed by this 

employee. He or she will be required to follow any other instructions and to perform any other duties 

requested by his or her supervisor. 

 

Knowledge, Skills & Abilities 

 

1. Proficiency in analysis software plus excellent written and verbal communication 

skills. 

2. Has a working knowledge of the Fair Debt Collection Act, the Fair Credit Reporting 

Act, and state and federal laws concerning collection activities. 

3. Proficient in Microsoft word & excel. 

 



 

Experience and Education 

 

1. Associate's Degree in business, or equivalent, and two years experience in credit and 

collection work. 

 

Abilities/Physical Demands 

 

The abilities and physical demands described here are representative of those that must 

be met by an employee to successfully perform the essential functions of this job.  

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions.   

 

While performing the duties of this job, the employee is regularly required to sit, use 

hands to operate computer terminals, reach with hands and arms, have good/corrected 

hearing and sight, and be able to speak. The employee is occasionally required to stand 

and walk. 

 

The employee may occasionally lift and/or move up to 50 pounds.  Specific vision 

abilities required by this job include close vision, color vision, peripheral vision, depth 

perception, and the ability to adjust focus.  

 

 


