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Settlement Officer 
Seila Law - Orange, CA

Seila Law, LLC, a consumer advocacy law practice, is recruiting paraprofessionals to assist
our attorneys in interacting creditors to resolve unsecured debt on behalf of our consumer
clients.
Summary
As a member of Seila Law, LLC’s administrative staff, you would be responsible for creating
and maintaining a positive relation between the law firm and creditors. The position requires
you to make outbound calls and respond to inbound calls from creditors in order to obtain the
lowest possible offers of settlement for our clients. Staff members who are most successful in
this role have excellent communication skills and an advanced ability to multi-task.
Responsibilities and Duties

Provide and receive accurate and prompt information to creditors while retaining
confidentiality and professionalism.
Obtain low percentage settlement offers with each of a client’s creditors.
Analyze and communicate the unique situation of the law firm client in order to assist
the creditor in understanding the client’s financial situation and increasing their ability
to reach a compromise of the outstanding debt.
Be knowledgeable of creditor guidelines and policies.
Be knowledgeable regarding typical settlement percentages and have the ability to
obtain offers at or below those percentages.
Work with other departments to relay relevant information to and from the clients.
Obtain and provide the necessary documents for settlement of accounts.
Strive for monthly improvements to stay abreast with individual and department goals.
Follow the law firm’s procedures.
Performs other duties as assigned.

Knowledge, Skills and Abilities

Detail oriented and high level of accuracy;
Ability to multi-task and manage priorities in a high volume position;
Quick thinker with the ability to make educated decisions;
Proficiency in Microsoft Office, Word, Excel and general PC Windows’s environment;
Able to handle escalated issues and come to a positive resolution;
Long term thinking as it relates to the position and overall mission and goals of the law
firm;
Open-minded and approachable attitude, able to work with diverse personalities and
intellectual levels;
Excellent written and verbal communication skills;
Positive in his/her approach, non-judgmental, flexible, consistent and able to work well
under pressure.
Self-motivated and has the ability to motivate others;
Willing to accept new challenges and opportunities, thrives on change as a motivator to
success;

Desired Education and experience:

High school diploma or equivalent;
1 – 2 years of competitive sales experience;
Some collections experience is helpful;
Proficient in English;
Bilingual in Spanish is helpful;
Excellent general math skills.

Job Type: Full-time

Required experience:

Sales: 1 year
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