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Job Title:




Accounts Receivable Specialist
Supervisor (title):

Accounts Receivable Manager
Exempt/Non-exempt:
Non-exempt
Department:



Finance
Prepared by/Date: 

Franchesca Underhill 01/2012
Contact info:



Franchesca.Underhill@lfscarolinas.org
Summary:
Following all Lutheran Family Services’ policies and procedures, the Accounts Receivable Accountant is responsible for maintaining an accurate record of all billing and cash receipts. Other duties include invoicing contractors, verifying revenue maximization, monitoring and collecting payments, reconciling various accounts, and maintaining departmental records and files.
Essential Functions:
1. Prepare weekly, monthly, and quarterly invoices in accordance with applicable contract requirements and deadlines.

2. Record and track monthly revenue by client.

3. Verify maximum monthly revenue has been realized, and partner with program staff to resolve under-funded clients.

4. Assist program staff with developing and maintaining efficient billing processing.

5. Prepare a monthly past due report, monitor the aged receivables and work with contractors and other parties to secure payment of all delinquent accounts.
6. Verify all revenue and accruals are posted by the month end close deadline.

7. Reconcile assigned general ledger accounts monthly.
8. Respond promptly to contractor and internal staff questions via phone and email.

9. Maintain all accounts receivable files.
10. Update accounts receivable policies and procedures and related forms as needed.
11. Other tasks and special projects as assigned by the Accounting Manager.
Supervisory Responsibilities, if any:
N/A
Working Conditions (please complete the information listed below):

 X - Usual office conditions

( Usual office conditions with occasional exposure to some undesirable elements*

( Frequent exposure to undesirable elements*

*List the undesirable elements with the percent of the work day exposed to the elements.

1. _______________________________________________________________
_______%
2. _______________________________________________________________
_______%

3. _______________________________________________________________
_______%

Physical Effort (please complete the information listed below):

The job duties require lifting or moving moderate to heavy materials as a regular part of the job.    X -
No

( Yes*

*List the activity requiring physical effort, the weight or effort required (in pounds) and the percent of the work day spent in actual, hand-on movement of weight:

Activity













Weight of Materials
% of day

1. ____________________________________________

________________
________

2. ____________________________________________

________________
________

3. ____________________________________________

________________
________

Minimum Job Requirements:

Education:

Associate’s degree in accounting or related field and three years of accounts receivable experience, or high school diploma and five years of accounts receivable experience.
Experience:
Dependent on level of education.
Specific skills/abilities:
Computer and accounting system experience; spreadsheet proficiency.

Specialized knowledge, licenses, etc:

Valid driver’s license.
Success Factors:

Must have the ability to work well under pressure in a deadline and results oriented position. Capable of managing work flow with little supervision. Ability to take initiative in problem solving. Strong organizational skills, effective and diplomatic communication skills. Commitment to quality customer service.
This job description is not an employment contract. Lutheran Family Services in the Carolinas reserves the right to alter the job description at any time without notice.
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