
 

ALINE FACILITY MANAGEMENT (AFM)    
hr@alinefacilitymanagement.co.ke 0711 578 888/ 0727 226 222 
Human Resource Services, Cleaning and Upholstery, Fumigation and Pest Control   

 
Job Description: COLLECTION AND MARKETING 

 
 
Title Collection agents 
Department Collection and Marketing Department 
Salary ksh18000k- Ksh20000 
 
Summary 
Our client is a Collection company is looking for collection agent to provide vital support to Collection and Marketing 
Department. 
 
Key Responsibilities 
Contact Debtors: Call, email or send letters to individuals or businesses with overdue account. 
Negotiate Payments: Discuss repayments plans and settlements, ensuring debtors understand their obligations. 
Maintain Records: Document conversations, payment agreements and follow-up actions in company databases. 
Skip Tracing: Locate debtors who have changed their contact details by informing the field officers their feedback in order 
to explore other options to reach the clients. 
Ensure compliance: Follow local, state and federal laws regarding debt collection. 
Customer Service: Handle inquiries and disputes, providing accurate information regarding outstanding balances. 
Meet Targets: Achieve collection goals and quotas set by the company.  

 

Qualifications & Requirements: 

Education: Bachelor's degree or Diploma in Business, Communications, Customer Service Management, or a related field 
(preferred). 

 Experience: 

1. 2-3 years of experience in marketing and collection  
2. Experience in a call center is an added advantage 

 Technical Skills: 

1. Familiarity with call monitoring tools. 
2. Proficiency in Microsoft Office (Excel, Word, PowerPoint). 

 Soft Skills: 

1. Strong analytical and problem-solving skills. 
2. Excellent communication and negotiation skill 
3. Basic knowledge of financial transactions and collection processes 
4. Ability to work independently and collaboratively with teams. 
5. Self-motivated and goal oriented 
6. Ability to persuade 

 

 
                                              Qualified candidates are to send their application to 

hr@alinefacilitymanagement.co.ke 
Email Subject Collection 
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