	
	
	
	
	
	
	
	
	
	

	
	[YOUR NAME]
Collection Officer
Address, City, ST ZIP Code | Telephone | Email
Website: wordexceltemplates.com
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Dedicated individual with extensive experience of 5 years of working on the post of collection officer. Skilled at collecting credits for the company. Able enough to complete the task of managing spreadsheet and handling complex calculation to make the collection process accurate. A hard-working collection officer who is experienced enough to work for the collections of audits and credits for the company.
My objectives are:
· To work at the post of collection officer in a well-reputed organization.
· To work in an environment where new challenges and opportunities contribute to the development of career.
· To collect credits of the company honestly by using the knowledge related to collection
	

	
	
	

	
	
	

	
	Job Title | Company | Dates From - To
I have worked as a [collection officer] in [ABC corporation] from [December 2012 to date].
My key roles in this job are/were
· To support the updating process of daily spreadsheet which is submitted to the management of the firm
· To maintain the files of the clients and updating them when required
· To deal with the large corporate clients along with other officers when required
· To prepare the progress report in order to track the financial progress of the company
· To ensure that the loan installments are paid in time through the personal contacts
· To locate defaulters easily with the help of special methods implementation
Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.
Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.

	DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	

	
	
	
	

	
	
	
	

	
	
	
Skills/Core Competencies
· Strong verbal and written communication skills
· An experienced and hard-working collection officer with extensive knowledge
· Able to work in team as well as alone
· Capable enough to work number of hours per day
· Able to work in stressful environment
· Skilled in achieving the performance related targets
· In depth knowledge of products related to the banking
· Skilled in collecting credits
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
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