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Credit Collections 

Representative 

 

Bargaining Unit: Varies  

Class Code: 

00A77N/X 

HENNEPIN COUNTY  

Established Date: Feb 1, 1986  

Revision Date: Dec 1, 2008  

SALARY RANGE 

$14.69 - $21.55 Hourly 

$30,546.88 - $44,817.76 Annually   

 

Under general supervision, determine the means of payment for patients/clients and pursuing 

payments from patients/clients, public programs, family members or other sources.  

 

Job Functions (Duties/Responsibilities): 

1. Interviews patient/clients, family members, employers, governmental units, or medical 

payment programs, in person or by phone; gather or update information, complete 

appropriate forms, determine financial responsibility and/or to identify sources of 

payment for services.  

2. Respond to inquiries of customers from incoming calls and correspondence to explain 

charges, answer questions, or resolve problems.  

3. Meet with patients/clients, outside agencies, or other staff to resolve problems and to 

gather or exchange current information.  

4. Maintain accurate patient/client records and accounts.  

5. Work with patients/clients to establish standard payment arrangement or assist in 

arranging acceptable payment plans.  

6. Review patient/client accounts to verify financial resources and to initiate action to 

establish payor-funding sources.  

7. Review and process collection agency reports for accuracy.  

8. Audit collections agency's placement, collection, and uncollectable accounts for accuracy 

and tabulation of statistics.  

9. Maintain contact with outside agencies, such as HMOs and collection agencies, and with 

patients who are awaiting medical assistance coverage or other payment programs.  

10. Post payments received and make deposits. 

 

Essential Functions: 1, 2, 3, 4, 5, 6, 7, 8, 9, 10  
 

javascript:%20this.close()


Employment Standards:  
 

Education and Experience:  
Two years of clerical experience involving the obtaining and evaluating of financial or closely 

related information.  

 

Knowledge, Abilities, and Skills:  
Knowledge of: the principles of interviewing; program procedures and terminology related to 

the assignment, credit or collections procedures, the principles of insurance and insurance 

programs.  

 

Ability to: apply procedures and regulations to individual fact situations; deal effectively with a 

variety of individuals in person and by telephone; keep records and make verbal and written 

reports; perform mathematical calculations; interpret regulations  

 

Skill in: using work related computer software and hardware.  

 

The work assigned to a position allocated to this class many not include all of the job 

functions or knowledge, skills, abilities, and physical requirements indicated, nor does the 

class specification include all work that may be assigned or restrict the emphasis of the 

work assigned.  

 


