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 HIDALGO COUNTY

 DISTRICT CLERK’S OFFICE

Collections Specialist

SUMMARY:

Primary responsibilities include following procedures established by the collections department which include interviewing defendants, verifying information, setting up payment contracts and collecting criminal court costs and fines. Specialists may be asked to perform all tasks needed to assist defendants, attorneys, and or staff in their cases/filings that are handled in the District Clerk’s Office. Collections specialist receives detailed instruction by department as needed and work under general supervision. Most procedures are pre-established and on the job training is provided. New procedures and/or changes will be set by the District Clerk as needed. Work performance is periodically evaluated by Supervisors. All Collections Specialists are subject to assignment to any District Clerk Departments including: Criminal, Civil, Collections, Special Registry, Accounting, or Child Support. 

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Assists in daily operations of Collections Department

· Assists with implementation of departmental policy and procedures]

· Compiles status and progress reports

· Interview defendants and underwrites payment agreements

· Date processing entry

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential function duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties and responsibilities.

EDUCATION AND EXPERIENCE:

· High School diploma or General Education Degree (GED)

· College degree preferred, but not required

OTHER SKILLS AND ABILITIES:

· Knowledge of personal computers, office practices and procedures

· Ability to meet and deal effectively with the public

· Ability to operate standard office equipment and type forty (40) words per minute

· Must possess good communication skills

· Flexibility to be cross-trained in various departments

· Strong organizational skills
PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions and duties of this job. Reasonable accommodations ma be made to enable individuals with disabilities to perform the essential functions and job duties.

While performing the duties of this job, the employee is required to stand, sit, and use his/her hands. The employee may be required to handle or feel objects, tools, or hands and arms, climb or balance stoop or kneel.

The employee must occasionally lift and/or move up to thirty-five (35) pounds. Specific vision abilities required by this job include close vision and the ability to focus and read standard font characters.

WORK ENVIROMENT:

The work environment characteristics described here are representative of those and employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and responsibilities which may include the following:

· Sitting for extended period’s time.

· Operating assigned equipment.

Maintain mental capacity which permits:

· Making sounds decisions and using good judgment.

· Demonstrating intellectual capabilities.

Effectively handle a work environment and conditions which involve:

· Working closely with others.

· Working in a multi-task environment.

Maintain effective audio-visual discrimination and perception needed for:

· Making observations.

· Reading and writing.

· Operating assigned equipment

· Communicating with others.

ACCIDENT PREVENTION PROGRAM:

Required to follow all departments’ safety regulations.
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