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POSITION
DESCRIPTION

AGENCY/DEPT ID [AS105220

PIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE
Business Office

COUNTY OF EMPLOYMENT
Frankiin

ook (224082 L

i

DReo%assification

DNew Position Update

Position Hyperlinkedto [}

Agency Organizational Tree

USUAL WORKING TITLE OF POSITION
Accounts Receivable Manager

20006487

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
Business Operations Manager 3

POSITION NUMBER
20005508

Permanent
L] Temporary
] Intermittent

Classified Overtime: [_] Eligible

] Unclassified

Exempt

If FLSA Exempt, exemplion type:

Bargaining Unit 22

Page 1 of 2

NORMAL WORKING HOURS {Explain unusual or rotating shift):

JOB TITLE
Fiscal Officer 2

30

JOB CODE
66536

General Services Division, which is multi-funded with GRF, rotary &
grant funding for all of division’s program offices; supervises, assigns
& reviews work of accounts receivable staff involved in processing &
recording transactions, billings, receivables & collections; serves cus-
tomers by answering inquiries & assisting them; develops & imple-
ments proper infernal control procedures to include, but not limited to,
manual & automated procedures & systems.

Plans, directs & monitors accounts receivable fiscal activities: updates
receivable balances & reconciles accounts receivabie system data to
actual data; complies with statewide reporting requirements of State-
wide Indirect Cost Allocation Plan (SWCAP) & Generally Accepted
Accounting Principles (GAAP); oversees management reporting of
billing, receivable & collection data.

FROM: 8:00 am. — TO: 5:00 pm
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
40 §{ Manages Accounts Receivable (AR) Unit within Business Office of Knowledge of (1) Generally Accepted

Accounting Principles (GAAP); (2)
fiscal reporting; (3) fiscal management;
(4) business administration; (5) office
management; (6 supervision; (7) work
force planuing; (8) employee training
and development; (9) Federal, state &
departmental policies & procedures®.
Skiil in (10) operation of personal com-
puter & software with demonstrated
working skill using MS Word, Access
& Excel.

Ability to (11} define problems, collect
data, establish facts, draw valid conciu-
sions & initiate sohutions; (12} develop
complex reports; (13) calculate frac-
tions, decimals & percentages & deal
with non-verbal symbols in formulas,
equations & graphs; (14) use statistical
analysis; (15) communicate effectively,
both verbally & in writing; (16) estab-
lish a professiona! & friendly atmos-
phere as unit supervisor.

Knowledge 0£1,2,3,4,5,7,9*%

Skili in 10
Ability to 11, 12, 13, 14, 15

*developed after employment

vised:

List Position Numbers & Job Titles of Positions Directly Super-

20005511 Management, Analyst Supervisor |
20074578 Coliege Intern

SIGNATURE OF AGENCY REPRESENTATIVE

DATE
/3-”/ B

A

Ottpay %Mmm}/@

ADM 4107 R 10-08

An Equal Opportunity Employer




POSITION
DESCRIPTION

AGENCY/DEPT D DAS105220

DIVISION OR INSTITUTION
General Services Division

UNIT OR QFFICE
Business Office

COUNTY OF EMPLOYMENT
Franklin

Gk [T

R

DRecIassEfEcation

DNew Position Update

0

Agency Organizational Tree

Position Hyperlinked to

USUAL WORKING TITLE OF POSITION
Accounts Receivable Manager

20005497

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
Business Operations Manager 3

Permanent
(1 Temporary
(] Intermittent

[ Classified Overtime: ] Eligible

[ Unclassified | If FLSA Exempt, exemption type:

D Exempt

Bargaining Unit 22

Page 2 of 2

POSITION NUMBER
20005508

NORMAL WORKING HOURS (Explain unusual or rotating shift).

15

JOB TITLE
Fiscal Officer 2

JOB CODE
66536

FROM: 8:00 a.m. — TO: 5:00 pm

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
15 | Supports Business Manager in development & analysis of rates: pro- Knowledge of I, 2, 3,4, 5,7, 9%

vides actual & projected biiling, revenue & SWCAP data necessary to
develop rates; provides similar data for quarterly rate reviews; imple-
ments approved new fees & billing methodologies.

Oversees AR support systems: ensures that proper applications are in
place to bill, track & report receivables functions; analyzes operations
to ensure most efficient processes are enacted & followed; continuously
reviews internal controls - & makes adjustments where necessary to
assure safety of assets & accuracy of accounting information.

This position has been designated as essential.

Skill in 10
Ability to 11, 12, 13, 14, 15

Knowledge 0f 1,2, 3,4, 5,7, 9*
Skill in. 10
Ability to 11, 12, 13,14, 15

vised:

List Position Numbers & Job Titles of Positions Directly Super-

20005511 Management. Analyst Supervisor |
20074578 College intern

SIGNATURE OF AGENCY REPRESENTATIVE

/;ffﬁ'fu,% /-5,52&4%4%2/‘2,4&} / N

DATE

oy

AN I

ADM 4107 R 10-08

An Equal Opportunity Employer



