
Rifco National Auto Finance   

 

ACCOUNT MAINTENANCE REPRESENTATIVE 
 

COMPANY OVERVIEW  

Rifco National Auto Finance has been providing Canadians with non-prime auto financing options since 

2002. We’ve secured ourselves as one of Canada’s fastest growing auto financing companies due to our 

personalized service and commitment to building strong, long-lasting partnerships. Headquartered in 

Red Deer, Alberta we pride ourselves on a fun, friendly and successful partnership with our clients, 

employees and the community.  

 

POSITION SUMMARY 

The position of Collections Administrator is responsible for overseeing the collection efforts of 

approximately $1.6m accounts in receivable balances for our growing SIDS portfolio. The administrator 

is also responsible for researching best practices in improving our collection efforts through outside 

sources. In addition, the Administrator will also work closely with PS Supervisors in a collaborative effort 

to gain internal best practices to improve the performance of the portfolio. 

 

 

QUALIFICATIONS 

 This position requires the incumbent to have at least 5 years of experience in collecting, 

accounts receivable or a related area 

 This position requires good written, oral and reading communication skills in order for the 

incumbent to accurately obtain, interpret and transcribe a variety of communications and 

instructions. 

 This position requires excellent interpersonal skills and the ability to adjust and interact with all 

levels of personnel. 

 Incumbent must be multitask oriented, organized, set priorities and meet deadlines and take 

pride in one’s work. 

 This position is to engage, manage and work to directly to improve the activities of the portfolio. 

 

 

JOB RESPONSIBILITIES  

 

 Placing direct phone calls and E-mails to customers that are past due. 

 If buyer has missed their payment obligation, this position would be responsible for approving 

the starter of the buyer’s vehicle to be interrupted. 

 Ensure that all delinquent accounts are sent the appropriate letters 



 Analyze delinquent accounts and prepare report on highest risk accounts including 

recommendations for resolution. 

 Monitor receivables and collections and provide updates of receivables and provide appropriate 

reporting procedures 

 Identify accounts requiring collection agency or legal action and coordinate collections with 

third party contractors 

 Provide progress on possible charge off accounts throughout the month  

 Applicants must possess strong systems skills; solid collection, analytical and negotiating skills; 

effective oral and written communication skills; and a solid knowledge of consumer credit and 

collection laws 

 

We thank you for your application but only those candidates selected for an interview will be contacted.  


