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St. Paul’s Towers - Job Description

Job Title: Accounting Assistant 
 
FLSA Status: Non-Exempt
Department: 
Administration


            Reports To: Administrator

Primary Purpose: The Accounting Assistant is responsible for all issues pertaining to resident medical and non-medical billing and accounts receivable.  This position provides leadership to improve billing and other office functions

Job Performance Standards:

I. CORE PERFORMANCE STANDARDS: Constantly exhibits behavior as set forth in the Core Performance Standards (attached)

II. ESSENTIAL FUNCTIONS:

(  Responsible for regular submission of guest meals, parking, beauty shop, telephone and other miscellaneous charges and credits for residents to ESC central office.  Serves as liaison to ESC on all resident and Skilled Nursing Facility billing and collections of accounts receivable.

●  Processes, reviews and distributes accurate monthly statements to residents.  Investigates discrepancies and handles all billing corrections.  Responds to resident inquiries regarding all billing issues.
●  Responsible for regular entry of changes to Vision for guest meals, parking, beauty shop and other miscellaneous charges and credits for residents. Processes, reviews and distributes accurate monthly statements to residents. Investigates discrepancies and handles billing correction on the new POS system. 
( Responsible for daily processing and coding all deposits in accordance with the established procedures.  Ensures the timely deposit of all banking transactions.

( Responsible for the input, processing and forwarding to ESC central office for payment of all resident medical bills for PCA and others, such as doctors and hospital bills.  Contacts medical offices, insurance carriers, residents, or any other appropriate party for the purpose of gathering the required documents to submit bills for payment and/or credit to resident accounts.  Responds to resident inquiries and creates and maintains files regarding medical billing and insurance issues. 

(  Maintains petty cash checking account.  Prepares and submits monthly petty cash reimbursement requests to ESC central office.

(  Composes and types letters of correspondence, memorandums, reports, forms, etc.
(   Maintains all facility contracts
(   Performs administrative duties for Executive Director

(  Performs any other duties or responsibilities as assigned.

(  Attends leadership meeting, all staff and COC (Continuum of Care) 
(  Provides support to ESC Information Technology staff for SPT computer network.
●  Complete reports and assignments accurately and adhere to established time schedules

●  Is a mandatory reporter for all suspected abuse situations 

● Complies with all HIPAA standards of practice.  Functions as the HIPAA team leader, participating in all training, establishing guidelines and procedures, and ensuring full compliance
Human Resource Development:

●  Role models professional behavior and coaches and mentors staff to develop maximum

    potential 

Shall, at all times, demonstrate cooperative behavior with staff, colleagues and supervisors.

●  Ensures staff satisfaction with recognition, retention and recruitment programs

●  Sets and achieves personal goals for professional growth 

●  Participates in inservices and staff meetings

Communication:

● Ability to communicate effectively with residents, families/responsible parties, vendors, clients, co-workers, department staff, and supervisor both verbally and in writing

●  Shall work well under pressure; meeting multiple and sometimes competing deadlines.  Shall, at all times, demonstrate cooperative behavior with staff, colleagues and supervisors.

●  Consistently work cooperatively with residents, administration and other department staff, care and service providers, community agencies, families and consultants

●  Able to demonstrate ability to establish and maintain timely and effective communication

    with staff, colleagues, department managers and supervisors 

●  Communicates regularly with the Administrator regarding problems with billing and reception
●  Demonstrates strong conflict resolution skills in a manner that is respectful and dignified

●  Maintains positive communication and team relationships with other departments
Fiscal Management: 

●   Assists the Executive Director in budget preparation
(   Assists the Executive Director in coding invoices 
Safety: 

●  Adherence to Fire Life Safety codes/regulations 

●  Participates in Facility Emergency Plan training and fire drills; and if an emergency or

disaster occurs, immediately assumes the pre-assigned emergency duties.  Expected to attend safety meetings.

●  Role models work tasks safely and in compliance with the facility safety program 

●  Performs follow up investigations to all department work injuries

IV.  ABILITIES AND SKILLS: 
●   Ability to read, speak well and be understood in the English language
●   Effective oral and written communication skills
●   Organized, detail-oriented self-starter with ability to work well under pressure; meeting multiple and sometimes competing deadlines

●   Computer skills adequate for word processing, spreadsheets and to utilize e-mail
●  Ability to work cooperatively with facility staff, physicians, residents, families, ancillary

service providers, and consultants

●   Ability to perform the attached Physical and Environmental Requirements

●   Ability to understand and comply with applicable federal, state and local regulations and 

 requirements
●   Fully aware of learning, following and promoting safety programs

V.  QUALIFICATIONS:  

●  High School Diploma or equivalent required
●  At least two years managerial or supervisory experience in the field of Accounting
● At least two years office experience as a bookkeeper or any equivalent combination of training and experience that provides the required skills, knowledge and abilities.  College education in lieu of minimum experience acceptable.

●  A warm and friendly person who enjoys interacting with older people
● Ability to apply common sense understanding to perform semi-repetitive tasks such as typing and principles of rational systems such as bookkeeping

● Ability to code and process bills and to track, record and process claims and 

reimbursements
●  Must have attention to detail, follow through and good interpersonal/problem solving

ability 

●  Must successfully pass a health screening including an approved tuberculosis test

●  Must successfully pass a Criminal Record Clearance through the California Department

of Justice and if reporting to work prior to receipt of clearance certify in writing that you

have never had a criminal conviction relevant to retirement housing and health care
●  Must be willing and able to retain computer training
Preferred elements: 

● College accounting courses

●  Medical billing experience highly desired.

●  Work experience in health care industry
● Bilingual ability
● Computer literacy 

VI. EXPOSURE RISK:

Performance of administrative duties results in minimum exposure to blood and body fluids
VII.  PHYSICAL/SENSORY REQUIREMENTS: (with or without the aid of Mechanical devices)

● Able to cope effectively with physical and mental performance elements 

● Demonstrate emotional stability 

● Hearing adequate to communicate with peers and residents 
● Must be able to relate and work with the disabled, ill, elderly, emotionally upset, and at times hostile people within the facility.

● Ability to operate a variety of automated office machines including a personal computer, calculator, telephone, copy machine, fax, etc.

● Ability to coordinate eyes, hands and fingers in performing semi-skilled tasks, including typing, calculating, etc.

● Ability to exert light physical effort in sedentary to light work involving sitting most of the time, but may involve walking or moving from one area to another or standing for brief periods of time

I have read the above Job Description and fully understand the requirements set forth therein.  I agree to abide by the requirements set forth and will perform all duties and responsibilities to the best of my ability. 

 __________________________________
Date: _________________

Signature of Accounting Assistant
___________________________

Date: _________________

Administrator
Core Performance Standards

A.
QUALITY:  Strives to be excellent at all times.

� Demonstrates continuous quality improvement by striving “to do it right the first time.”

� Responds to resident complaints/inquiries by listening attentively and demonstrating
      genuine concern.

� When assisting residents, takes initiative to follow through until service is completed.

B.
ETHICAL PRACTICES:  Demonstrates uncompromising ethics and personal integrity by adhering to the highest standards of ethical behavior.

� Maintains strict confidence of resident information and ensures that resident’s privacy is
      of utmost importance.

� Demonstrates dignity and respect by not perpetuating rumors that adversely affect
     resident relations and workplace morale.

� Shares information regarding concerns only with appropriate people.  Does not discuss
      internal problems with the public.

C.
CARING AND COMMUNICATION:  Consistently exhibits warmth and compassion in fulfilling job duties; demonstrates commitment to open communication and service through a willingness to create a positive, caring environment.

� Responds to resident and co-worker requests in a positive and caring manner.

� Takes initiative in trying to anticipate and fulfill resident and co-worker requests.

� When resident enters a work area, employee makes eye contact and offers assistance in 
      a timely, courteous and warm manner.

� Addresses residents using formal title and/or name, unless otherwise directed, in all

      forms of communications.

� When answering the telephone, consistently identifies his/her department and his/her 
     name and demonstrates good telephone courtesy.

D.
TEAMWORK:  Demonstrates team spirit and initiative to improve the quality of the decision making process.

� Demonstrates a respectful, cooperative, and courteous manner toward all residents and 
     co-workers.

� Takes initiative to assist other staff in completion of their assignment, as needed.

� Accepts reassignment and additional duties, when necessary, in a flexible and positive 
     manner.

E.
OPEN LEARNING ENVIRONMENT:  Values learning and recognition by striving to achieve even higher levels of success in self and others.

� Demonstrates flexibility and supports changes that improve quality of care, service, and 
      operations.

� Improves skills through continued education and training.

� Applies and shares new knowledge, skills, and information in the work place.

F.
SAFETY AND ENVIRONMENT:  Demonstrates interest and initiative toward safety issues.

� Maintains a safe work environment and practices safe work habits.

� Initiates and/or takes action to ensure a clean and orderly environment throughout the 
     facility.

� Demonstrates understanding of fire, disaster, safety, and infection control policies and 
      attends safety programs sponsored by St. Paul’s Towers.
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