
 

 

CREDIT/COLLECTIONS COORDINATOR POSTING 

ABC-CLIO, a local award-winning print and online educational and reference publisher, currently has an 
opportunity for a Credit/Collections Coordinator.  The Credit/Collections Coordinator is an entry level 
accounting position and is primarily responsible for all duties related to the collection of ABC-CLIO’s 
customer accounts receivables as assigned for all related ABC-CLIO products and services. 
 
PRIMARY RESPONSIBILITIES  

 Performs the collection process of all database, print invoices for assigned classes (circulation, 
government, academic, educational, school & public libraries), book invoices and foreign accounts.  

 Monitors payments, identifies past-due accounts, and follows prescribed procedures for collections.  

 Handles all Circulation and book invoice/billing discrepancies and works with customer service 
department to resolve billing issues. 

 Assists customers with terms to secure payment for past due accounts or establishes alternative 
payment plans.   

 Audits and maintains customer accounts including tax exemption status and periodic review of 
credit balances  

 Updates Database collection worksheet with collection notes to reflect current collection efforts and 
presents at bi-weekly A/R staff meetings to Senior Management 

 

REQUIREMENTS  

 Associates degree with an emphasis in accounting (or comparable experience).  

 1-2 years accounts receivable/collection/accounting experience. 

 A/R commercial collections background. 

 Proficiency with MS Office and the ability to learn new computer programs. 

 Attention to detail, and ability to manage multiple priorities and achieve results. 

 Ability to deal with customers in a professional and diplomatic manner, in addition to working 
effectively with other departments. 

 Self-motivation and intuitiveness with a desire to learn. 

 Cash application experience and general accounting knowledge is a plus. 

ABC-CLIO seeks individuals who thrive in a collaborative, collegial, and challenging work environment 

which rewards initiative, critical thinking, and collective problem solving. We promote creative 

engagement, the desire to make a difference in our industry and professions, and the pursuit of 

knowledge and lifelong learning. We offer flexible work schedules, comprehensive benefits plan, and 

casual dress work environment. Apply online on our Careers page at www.abc-clio.com 

 

Equal Opportunity Employer Race/Sex(or Gender)/Disability/Vets 

http://www.abc-clio.com/

