DRAFT

[image: image1.png]


Government of Anguilla 

	JOB DESCRIPTION - 1 

	JOB TITLE:   ACCOUNTS RECEIVABLE OFFICER 

	MINISTRY

Health
	DEPARTMENT

Health Services
	SECTION

Receivables
	UNIT



	GEOGRAPHIC LOCATION

The Valley
	TITLE OF IMMEDIATE SUPERVISOR


Health Commissioner

	1.
MANDATE
To supervise, coordinate and monitor the activities within the Billing and Collections Unit of the Department of Health services. To ensure that all revenue collected is deposited in accordance the set Financial Instructions and relevant legislations. To monitor and ensure that payments are being made as outlined within payment plans. Report to the Health Commissioner.


	2.
KEY FUNCTIONS
1. Manage the Billing and Collections Unit.
2. Maintain all of the unit’s documentation and reports.

3. Prepare all delinquency and managerial reports monthly, quarterly and annually, as required.

4. Follow through the patient revenue cycle.


	JOB TITILE:   ACCOUNTS RECEIVABLE OFFICER

	3.
KEY DUTIES
1. Plan, coordinate and supervise the functions of the personnel in the Billing and Collections Unit.
2. Prepare monthly performance reports specific to patient activity with regards to payments.
3. Implement and ensure that performance of the unit is in compliance with the financial policies, procedures and guidance of the Health Department.
4. Prepare and submit daily cash deposits to the required banks.

5. Submit daily deposits with source documents to accounting in a timely manner.

6. Maintain and collate statistic in order to assess the effectiveness of the collections.

7. Prepare and submit relevant unit reports, with source documents as required by the Finance Department.

8. Promote and maintain effective professional relationship interdependently with various payees.

9. Monitor and review the effectiveness of the Billing and Collections Unit by making policy and procedure recommendation.

10. Liaise with the Claims Officer and Health Information Records to verify the accuracy of client information and processing and pre approval of claims.

11. Issue and maintain all payment plans.

12. Prepare all supporting documentation required to facilitate collection by any third party including through legal process. 

13. Ensure that Cashiers and Billing Clerk perform their duties in accordance with Financial Instructions, Department of Health services and relevant legislation.
14. Ensure daily receipts are reconciliation with cash summaries from Evident, verify the revenue collected and bank deposits.
15. Create daily receipts in Sigtas of revenue collected and generated in Evident.



	JOB TITLE:  ACCOUNTS RECEIVABLE OFFICER

	3.
KEY DUTIES CONT’D
16. Allocate online payments to relevant patients’ accounts.

17. Ensure that Cashiers are provided with an adequate supply of change.

18. Investigate and correct any errors/ inconsistencies to patients’ accounts in Evident.

19. Reverse and modify entries/receipts for staff of the Billing and Collection Unit in Evident.
20. Consolidate daily deposits for distribution to bank.

21. Audit all used manual receipt books.
22. Attend relevant meeting with Health Commissioner and other HoD.
23. Conduct performance appraisal interviews and prepare appraisal reports on staff in the Billing and Collection Unit.
EXPECTATIONS
24.  Act as a catalyst for change, model change and build capacity for managing change throughout the ministry/department/organization. Influence others to translate vision into action.
25. Create and support a culture that focusses on creativity, innovation and knowledge.
26. Promote a culture of open and transparent communication.
27. Embrace technology by utilizing all available ICT/media/mass communication to ensure that relevant messages and/or responses to the service offered are disseminated accurately, courteously and timely.

28. Hold up the Leadership Statement as a mirror to your own behavior in a challenging and constructive way.

29. Foster a culture of teamwork and collaboration

30. Participate in disaster management activities designed to prepare for, mitigate against and respond to disaster events.

31. Develop and implement strategies for improving and maintaining a high level of Customer Service in the public sector.


	4.
KEY RELATIONSHIPS
1. Report to the Health Commissioner
2. Supervise the Billing and Collections Unit.

3. Communicate with Operations Manager and Accountant General of Treasury Department.

4. Communicate with patients and their representatives.

	JOB TITLE:  ACCOUNTS RECEIVABLE OFFICER

	5.
KEY AUTHORITIES


1.  Duties within the permit of Accounts Receivable Job function.


	6. KEY REPORTS

1. Accountant Report
2. Revenue Report
3. Monthly list of Receipts

	JOB TITLE: ACCOUNTS RECEIVABLE OFFICER

	7.
PERFORMANCE PARAMETERS
1. Extent to which legislation within the Department of Health Services permits for collections.
2. Effective and accurate consolidation of revenue collected.
3. Delivery of all monthly reports within time frame stipulated.

	8.
SCOPE OF THE JOB
            The job of the Accounts Receivable Officer is one which falls within the purview of having the     responsibility of supervising all activities within the Billing and Collection Unit and its staff and the preparation of relevant reporting.


	9.
PERSONAL QUALIFICATIONS
         The incumbent should be self-confident, be able to show initiative, be reliable, punctual, organized          and courteous, co-operative have strong interpersonal and communicative skills, integrity and       exemplary character a team-worker and can work under pressure, perform professionally and maintain           the confidentially of office. Must have knowledge of computerized Accounting systems and      possess a strong background in financial and managerial accounting.

         The incumbent must possess a Bachelor’s of Science Degree in Management or related field.

         Should have four (4) years experience in similar or related environment with at least one (1) year

         In a supervisory capacity.


This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.
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