	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  Assistant FI Accountant 
	Division:  Admin & Finance

	Supervised by:  FI Accountant
	Supervises:  N/A

	Description/Responsibility: Assist the Fiscal Intermediary Department in meeting monthly financial reporting requirements and other obligations to meeting and exceeding the accounts receivable goals. 



	Duties: 

a) Monitor FI bank activities daily and prepare the daily cash flow

b) Maintain void checks log and process all prepare all   replacement check request

c) Review all direct deposit  rejections receive from the bank and process the necessary corrections for payment to PCAs

d) Monitor and update PCAs tax exemption status for FICA and FUTA taxes

e) Monitor EDI payments from United Health Systems. (Evercare)

f) Manage the recovery of overpayments and follow- up on collection of monies

g) Prepare the general ledger entries for Payroll and Billing

h) Prepare bank reconciliation for Senior Care Options (SCO) Payroll account

i) Maintain outstanding Check list for abandon property reporting to the Commonwealth of Massachusetts.

j) Complete Recipient (consumer) eligibility verification as requested

k) Assist with the preparation of all General Ledger Account reconciliations

l) Keeps current with computer technology

m) Assist with reconcile weekly payroll expenses to weekly claims processed and ensure timely resolution of all reconciling items.

n) Assist with review all transactions including overpayments, duplicate billings, billed to incorrect payer and write- offs and prepares the relevant general ledger entries to accurately record these transactions.

o) Assist with review, monitor all claim submissions for accuracy and make recommendations on quality improvement in the Billing Unit.

p) Provides back up for FI Accountant  when required

q) Other duties as assigned

	Works Closely With:  Department payroll and billing staff

	Requirements:  Bachelor Degree with a major in accounting or Finance. Minimum of two years direct experience in medical billing plus. Proficiency in Excel and Access required Strong communication and interpersonal skills.  Ability to work in an independent manner as needed.

	Prepared by: Director FI
	Overtime status:  Non Exempt

	Last Review Date: February 17,2011
	


