Job Description

CREDIT CLERK

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 


Responsible for coordinating and maintaining all paperwork necessary to establish credit for customers.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Pulls credit reports from the Credit Bureau, and attaches report to credit application.

· Posts returned checks and paid accounts to Central Credit.

· Establishes customers in the Central Credit system.

· Enters information on approved credit accounts into the Company’s computer system.

· Operates the computer, fax machine and calculator in the processing of credit information.

· Assists cashiers with any credit-related problems.

· Accepts credit applications over the phone or by mail.

· Files credit applications in departmental filing cabinet.

· Processes credit information for groups and conventions.

· Conducts credit research as needed.

· Assists with various departmental needs (i.e. calling banks to verify cashier checks, obtaining bank ratings on applicants, etc.).

· Answers the phone; assists customers with any credit-related problems; provides information to Central Credit as needed.

· Ensures accuracy in cashing checks and entering information into computer.

· Facilitates the flow of information, by attending regularly scheduled departmental meetings.

· Held accountable, to a high degree, for the accuracy and thoroughness of departmental records and reports.

· Responsible for maintaining a consistent, regular attendance record.
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QUALIFICATION REQUIREMENTS: 

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


EDUCATION and/or EXPERIENCE:

High School diploma or GED required.  Some college courses in Banking and Finance or related area preferred.


SPECIAL QUALIFICATIONS:


Effective communication skills required.  Must be extremely numbers-oriented and computer-literate.


LANGUAGE SKILLS:

Ability to read, analyze, and interpret basic instructions furnished in written, oral or diagram form.  Ability to respond to common inquiries or complaints from customers.


MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.


REASONING ABILITY:


Ability to apply commonsense reasoning to a variety of situations.


PHYSICAL DEMANDS: 

The 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 talk or hear. The Employee is also regularly required to stand; walk; sit; and use hands to finger, handle, or feel objects, tools or controls.  The Employee is occasionally required to reach with hands and arms, and to sit; climb or balance; and stoop, kneel, crouch or crawl.   


The Employee is regularly required to stand, for long periods of time, at the Cage/Credit counter.

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an 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 Employee is regularly exposed to risk of radiation (from computers), as a great deal 
of the workday is spent working on spreadsheets or inputting data into the computer system.


The noise level in the work environment is usually moderate to loud.
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