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FAMILY SERVICE OF MORRIS COUNTYPRIVATE 


JOB DESCRIPTION
POSITION:
 
Accounts Receivable/Front Desk Coordinator
SUMMARY:
The Accounts Receivable Clerk is supervised by both the Chief Financial Officer and the Executive Assistant and is responsible for the following duties.

DUTIES AND RESPONSIBILITIES:
Accounts Receivable:
· Posts and/or verifies client activity including charges and payments from all sources.

· Prepares and prints all insurance claim forms for submission to third party payors.

· Prints client statements and prepares the statements for mailing.

· Maintains accurate client billing records and follows up on collection of outstanding balances with clients and/or third party payors.

· Reviews client balances with appropriate program personnel.

· Maintains and files all paperwork related to billing in a timely and accurate manner.

· Identifies client billing system problems and notifies Chief Financial Officer.
· Provides support for special projects as assigned by the Chief Financial Officer.

· Prepares cash collections for deposit at the bank.
· Processes all incoming payments by check through remote deposit scanning procedure.
· Performs regular receipt reconciliations with deposits.

· Prepares daily cash receipt journal entries to be reviewed and posted by the Chief Financial Officer.
Front Desk Coordinator:

· Greets all persons entering the agency and notifies appropriate personnel of visitor/client arrival. Follows agency security measures.

· Accurately screens, processes and/or refers all incoming calls not routed through the automated attendant to appropriate staff.  Uses Outlook calendar to keep track of staff whereabouts.
· Maintains working knowledge of agency staff and Board roster and active programs.

· Opens and distributes all incoming mail.
· Enters all client cash and checks received in person directly into medical billing software and generates receipts.

· Prepares manual receipts for all non-client in-person payments received and maintains manual receipt book.
· Maintains Outlook calendar of meetings to be held in common areas.

· Maintains lobby placard of all weekly meetings.
· Maintains front desk listing of up-to-date phone numbers for all staff and for other agencies.
· Maintains front desk cash box for client transactions.
· Maintains daily appointment schedule of family treatment clients.  Collects payments upon client arrival.   
· Hands out paperwork packets to new clients and makes copies of insurance cards when necessary.

· Asks clients if their insurance has changed upon arrival for their appointment and, if so, makes copy of the new insurance card and notifies the clinician and/or the contract manager so proper paperwork can be completed.  

· Assists the Administrative Assistant/Contract Manager of Adult and Family Treatment in maintaining client files, assists with clinicians’ administrative forms and performs other tasks as assigned.

· Maintains current client master file.
· Performs other secretarial duties as assigned by the Executive Assistant.

· Coordinates schedule for evening coverage with Evening Receptionist.

· Maintains the waiting room and the front desk area in a neat and orderly fashion.  

· Attends staff meetings as scheduled.

Other:

· Maintains and displays professional and courteous demeanor in interactions with all customers, including all staff, board members, clients, vendors, volunteers and all other outside individuals. 
· Maintains current knowledge of the duties of Accounts Payable/Payroll staff in order to provide support when needed. 
QUALIFICATIONS:

· Must possess a high school diploma or equivalent and two years of accounting/administrative experience.

· Must be computer literate and be able to communicate effectively.

· Must demonstrate good judgment and problem solving skills.

· Must be able to work as a team member.

· Must be culturally responsive when dealing with clients and staff.
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