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DALLAS COUNTY JOB DESCRIPTION  
 

 
Job Title: Interviewer/Collector Job Code: 701170 Job Grade: 10 
      
Reports To: Supervisor / Manager Pos.  No: Various FLSA Code: N 
      
Department: Various Loc. Code: Various SIC Code: 

WC Code: 
9311 
8810 

      
Division: Various CS Code:* A, B, C or 

D 
EEO Code: F01 

 
Summary of Functions:  Interviews respondents/clients to obtain accurate and thorough financial information 
for the collection and establishment of payment plans  or determination of eligibility for court-appointed 
services/attorneys; performs collection efforts on delinquent accounts and monitors compliance on cases 
assigned.  
 
Management Scope:  N/A 
       
 
Duties and Responsibilities:   

%  of 
Time 

Essential 
Non-essential 

 
1. Interviews respondents or indigents seeking court appointed services/attorneys 

or extensions or modifications for payments of fines, court costs or other 
financial obligations to obtain accurate financial information regarding the 
client’s ability to pay or to establish payment plans based on financial ability. 

25 E 

    
2. Performs follow-up on client-provided information to verify employment or 

unemployment status, access to funds, property ownership, financial status and 
ability to pay, physical or mental health status, etc., and may perform skip-
traces and other investigations to determine/locate relatives who can provide 
additional information. 

15 E 

    
3. Uses various means of communication, including the telephone/mail/e-mail to 

induce/persuade the client to cooperate in a timely manner in providing the  
required documentation to the Court for final eligibility determination and 
recommendation. 

10 E 

    
4. 

 
Monitor accounts for compliance and delinquency, contacts delinquent account 
holders for collection efforts and/or recommends court action, as necessary. 

10 E 

    
5. Responds to daily inquiries regarding payment processes, account balances, 

extensions, and assists in resolving discrepancies. 
10 E 

    
6. Generates billing letters, notices of payments due and notices of contempt, 

prepares uncollectibles for transfer to collection agencies, prepares credit 
bureau reporting actions, maintains related records and files, and compiles and 
prepares statistical reports. 

10 E 

    
7. Interacts with attorneys, district attorneys, judges and the public in receiving 

and processing accounts and serves as liaison between the client, Attorney’s 
Offices and Court to ensure timely notification of eligibility to all parties in 

10 N 
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order to ensure the legal rights of the accused are protected. 
    

8. May train, supervise and evaluate clerical support staff. 05 N 
    

9. Performs other duties as assigned. 05 N 
 
* The Code depends on the Department where the position is located and/or funded in accordance with 

86-1 of Dallas County Code. 
 
Minimum Qualifications: 
 
Education, Experience and Training: 
Education and experience equivalent to an Associate’s degree from an accredited college or university in a job 
related field of study.   One (1) year of work related experience.   
 
Special Requirements/Knowledge, Skills & Abilities: 
Skilled in the use of standard software applications.  Ability to effectively communicate, both verbally and in 
writing, and establish and maintain effective working relationships with employees, departments and the 
general public.  Previous experience in financial underwriting, credit and collections or related activity 
preferred.  Ability to analyze and evaluate financial information. 
 
Physical/Environmental Requirements: 
Standard office environment.   May require prolonged sitting, standing, walking and ability to lift and carry up 
to 25 lbs., unassisted. 
 
Hay Points/Point Factor: 
KH: DI1 152 pts, PS: C3 (29%) 43 pts, AC: C1C 43 pts, TTL: 238 pts, KH/PS/AC: 64-18-18, Profile: L 
 
 
Supervisor Signature  Date  
    
 
Reviewed by Human Resources/Civil Service on Date 10/2011 
   
 
Approved by Civil Service Commission on Date 10/17/11 
   
 
 
This job description shows typical requirements of a position within this classification.  This description is not 
intended to be all-inclusive.  Individual positions may vary slightly in functions, job dimensions and 
requirements.  Any percentage of time included on each function is only an estimate and may change depending 
on the specific departmental tasks.  Candidates whose disabilities make them unable to meet these requirements 
will still be considered fully qualified if they can perform the Essential Functions of the job with reasonable 
accommodation. 
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