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	Job Description Form

HUMAN RESOURCES





	Job Title:  Billing Agent
	JOB CODE: (HR use only)

	

	JOB IDENTIFICATION

	Department Name:  Billing
	Exemption Status: (HR use only)

____Salaried  (Exempt      

	Reports To:  Steve Tyson
	__X__Hourly (Non-Exempt)

	Location: Remote and/or Corporate Office in NC
	Revision Date: (HR use only)

	

	GENERAL DESCRIPTION (2-3 sentences describing the overall purpose of the position)

	To assist our members in an array of areas ranging from billing questions to collect Maintenance Fees and Loan payments.
To be knowledgeable of the varing memberships and aspects of Travel Resorts of America.

	Duties and RESPONSIBILITIES (list 10 or fewer key responsibilities of the position)

	· Skip Trace - Use all internet databases, member files, and other tools to locate customers and update demographic data. 

· Inbound/Outbound calls with delinquent members to collect payments and negotiate payment arrangements

· Use verbal communication skills to gather information about the customer’s current financial situation and negotiate the best possible arrangement

· Research disputed membership claims to insure thorough and complete investigation is made and resolution is fair and justified. 

· Maintain good customer relations by keeping abreast of all company/department policies to be able to answer questions and concerns with timely and knowledgeable responses.

· Obtain and examine all relevant information to assess validity of complaints and determine possible causes that initiated member complaint. 

· Record all transactions and customer notes within the Loan Management system

· Research and resolve account discrepancies in Loan Management system
·  Any other duties and responsibilities as assigned

	

	JOB QUALIFICATIONS AND REQUIREMENTS (List education requirements and job experience levels)
· High school diploma or equivalent
· Experience in customer service

· Proficient in Microsoft Office
· Good interpersonal skills

	WORKING CONDITIONS (Example:  Office Setting; Travel Required; No Travel Required)

Office setting as well as the need to be able to go out into the Resort to meet members.

	PHYSICAL REQUIREMENTS (Describe any physical requirements necessary for the job, i.e. Ability to lift 20 pounds)


SIGNATURES
Employee Signature





Date

Manager Signature 





Date

	DISCLAIMER
	Nothing in this job description restricts management’s right to assign, reassign, or otherwise modify the duties 
and responsibilities of this job at any time, for any or no reason.
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