State of Georgia Job Description

	Job Title: Accounts Receivable Supervisor 
Job Code: 40229 
Last Update: 11/1/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under minimal supervision, monitors accounts receivable accounting sub-system; analyzes and reconciles accounts receivable data and transactions; initiates contact with vendors, state agencies or with other DTAE units regarding accounts receivable invoices and develops a solution for accounts receivable discrepancies. Responsible for all revenue transactions related to grants and contracts conveying funds from other state agencies. Requests and deposits state, federal and other funds to ensure adequate cash balances. Processes electronic fund transfers (ACH) to technical colleges and vendors. Serves as liaison in responding to accounts receivable inquiries for solution of routine billing problems or for information or interpretation from third parties. Maintains accounts receivable file information. Supervises subordinate employees. 




Job Responsibilities & Performance Standards:
1.
Monitors accounts receivable accounting sub-system; analyzes and reconciles accounts receivable data and transactions; initiates contact with vendors, state agencies or with other DTAE units regarding accounts receivable invoices and develops a solution for accounts receivable discrepancies. (Performed by all incumbents) 

1.
Performs work in a timely manner according to special financial and accounting practices defined and established for assigned sub-system.

2.
Reviews complex accounts receivable billing documentation and other information to arrive at logical and accurate accounts receivable billing statements.

3.
Determines appropriate corrective action to take when confronted with accounts receivable discrepancies; takes initiative to assure that corrective action is completed.

4.
Adequately analyzes accounts receivable transactions on reports, as well as accounting systems and sub-systems.
2.
Responsible for all revenue transactions related to grants and contracts conveying funds from other state agencies. (Performed by all incumbents)

1.
Correctly applies accounting principles according to GAAP, Governmental Accounting Standards, applicable state and federal guidelines and DTAE fiscal policies and procedures.

2.
Carefully reviews documentation, entries and reports for accuracy and completeness.

3.
Prepares federal funds reimbursement requests to the federal and state agencies, following established government guidelines. (Activity involves multiple federal agencies with different requirements.)

4.
Reviews close-out documents closely and carefully prior to submission to federal and state agencies, to ensure accuracy.
3.
Requests and deposits state, federal, and other funds to ensure adequate cash balances in Central Office's bank accounts. Processes check inquiries and stops payments. (Performed by all incumbents)

1.
Reconciles discrepancies with deposit slips in required time frame and accurately balances daily deposit journal with computer file before releasing.

2.
Promptly advises supervisor of any balancing problems with deposit slips such as incorrect amounts.
4.
Processes electronic fund transfers (ACH) to technical colleges and vendors via the Micro Cash Bank systems. (Performed by all incumbents) 

1.
Receives data and accurately inputs changes in computer accounts verifying that on-line entry of transfers and deletions were accepted.

2.
Provides clear and concise explanation for entries and updates ledger sheets.

3.
Promptly alerts supervisor of misinformation such as transfers to the incorrect account that may prolong the transaction of an account.

4.
Accurately notates reason for transaction changes made on entities and deletes, adds or transfers data to appropriate account, quarter/year, using on-line capabilities.
5.
Serves as liaison in responding to accounts receivable inquiries for solution of routine billing problems or for information or interpretation from third parties, such as vendors, governmental entities, auditors, (Performed by all incumbents)

1.
Accurately and clearly explains accounts receivable system, subsystem procedures and practices. Reviews and insures correctness and accuracy of various billing statements.

2.
Follows departmental policies and procedures in providing information. Reviews unusual requests with supervisor prior to releasing information.

3.
Provides direction to subordinate accounting paraprofessionals in response to inquiries from both internal and external sources.
6.
Maintains accounts receivable file information. (Performed by all incumbents)

1.
Maintains complete accurate and readily accessible files that conform to applicable DTAE policies, procedures, guidelines and standards.

2.
Regularly purges file in accordance with policies on record retention.

3.
Follows guidelines for providing information to auditors and others.

4.
Maintains confidentiality of records, files and other documentation.
7.
Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. (Performed by all incumbents)

1.
Defines goals and/or required results at beginning of performance period.

2.
Communicates regularly with staff on progress toward defined goals and/or required results, providing specific feedback and initiating corrective action when defined goals and/or required results are not met.

3.
Evaluates employees at scheduled intervals, obtains and considers all relevant information in evaluations.

4.
Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
8.
Maintains knowledge of current trends and developments in the field by attending professional development training, workshops, seminars and conferences and by reading professional literature in the related technical field. (Performed by all incumbents.) 

1.
Attends internal and external educational programs and professional meetings as requested.

2.
Participates in regular meetings of available and applicable professional organizations

3.
Reads professional literature and translates complex or technical information into a meaningful format that may be understood by others.

4.
Coordinates meetings, establishes agendas and records accurate minutes of meetings.
9.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)

1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.

2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.

4.
Accepts direction and feedback from supervisor and follows through appropriately.

5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Completion of an associate degree with a major in a business curriculum, which included the successful completion of the introductory accounting sequence and the intermediate accounting sequence. (NOTE: The introductory accounting sequence is normally completed in in (10) quarter or six (6) semester hours. The intermediate accounting sequence is normally completed in fifteen (15) quarter or six (6) semester hours) *and* three years of experience in responsible bookkeeping or accounting work.  Experience with PeopleSoft Financial System.
Preferred Qualifications:
(In addition to minimum qualifications) A bachelor's degree in a business curriculum.
	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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