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		DC - COURT COLLECTION OFFICER I   CLASS NO. 1753


		DC - COURT COLLECTION OFFICER II  CLASS NO. 1754





DEFINITION:





Under general supervision to obtain and analyze financial information to negotiate payment agreements; to locate through telephone and mail contacts persons with financial obligations to the Court; to establish accounts and to effect collection through letter, phone, or interview;  and to perform related work.





CLASS CHARACTERISTICS:





The Deputy Clerk - Court Collection Officer II is distinguished from the Deputy Clerk - Court Collection Officer I in that the former performs more complex and varied collection functions, and may lead and coordinate the work of other court collection personnel.





EXAMPLES OF DUTIES:





Collects financial information and determines defendants' ability to pay; established realistic payment plans; organizes collection cases, verifies and collects information from law enforcement, Armed Forces, commercial credit agencies, and other governmental agencies at the local, state and federal level; prepares routine correspondence related to accounts; initiates case information changes to data processing; keeps records of work performed; establishes accounts on orders of the court; effects collection by letter, telephone or interviews; explains accounts to debtors; appears in court to verify records; determines when further search is unfeasible and recommends discharge of debts; locates and secures current address, employment, and assets information on missing debtors through use of community resources such as street indexes, social service listings, motor vehicle records, neighbors, and computer records research.





MINIMUM QUALIFICATIONS:





General Knowledge of:





	Methods and techniques used in effecting collections.


	Investigative procedures necessary in collecting delinquent accounts.


	Investigative techniques necessary to gather and present evidence.


	Sources and information used in checking financial conditions and responsibility.


	Basic operation of CRT, personal computers, computer codes and other office equipment.


	Effective interviewing and interrogating practices and techniques.


	Financial record keeping and billing procedures.


	Basic skiptrace procedures.


	Current basic laws of confidentiality and other regulations and codes relating to the legal collection of funds.


	California courtroom procedures and legal terms.


	Criminal and civil laws related to collections.


	Supervision and training practices and techniques (II level only).





Skills to:


	


	Establish and maintain complete and accurate records and accounts.


	Demonstrate effective oral and written communication.


	Read and interpret court orders, legal procedures and other documents involved in the collection of delinquent accounts.


	Identify discrepancies and select appropriate solution.


	Use tact and courtesy in working with the general public or representatives of other agencies.


	Show mature judgment in collecting accounts.


	Learn and apply pertinent laws, regulations, and codes relating to the legal collection of funds.


	Interview and interrogate clients effectively in stressful situations.


	Input and retrieve data and information stored in a computerized record system.


	Compute simple to complex math computations.





EDUCATION/EXPERIENCE:





Education training and/or experience which would likely demonstrate the knowledged and/or skills stated above.  Examples of such education/experience combinations which would most likely provide these knowledge and skills are:  Substantial work experience in the collection of funds owed a private or public agency.  To qualify for Deputy Clerk - Court Collection Officer II, applicants must have one (1) year of satisfactory job performance in a position at the level of Deputy Clerk - Court Collection Officer I.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





License:  Positions may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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