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	Position Description 
Version:


	Position Title:
	[bookmark: _GoBack]Accounts Receivable Officer – Perm Full-time

	Position Number:
	
	Cost Centre:
	U9010

	Site/Facility:
	Southbank Office VIC/Warabrook NSW

	Department:
	Finance

	Enterprise Agreement
	Nil

	Classification:
	Salary

	Reports To:
	Accounts Receivable Manager

	Date of Preparation:
	September 2014
	Date Updated:
	August 2022

	Primary Purpose

	The Accounts Receivable Officer is a member of the Finance Team for Calvary Aged Care Services stream operating under a shared service model to provide services across VIC, NSW, ACT, TAS and South Australia. 
The Accounts Receivable Officer will demonstrate a commitment to quality customer service, and will develop and maintain strong working relationships with stakeholders. This role will focus on active debtor management, will be a team player and will display compassion and empathy when dealing with residents and resident family members. 
The Accounts Receivable Officer will deliver a high standard of work, possess a strong attention to detail, and have the ability to prioritise conflicting tasks in a dynamic working environment. 



	Organisational Environment

	Founded in 1885 by the Sisters of the Little Company of Mary, Calvary is a charitable, not-for-profit, Catholic health care organisation. Our mission is to provide quality, compassionate health care to the most vulnerable, including those reaching the end of their life. With over 18,000 staff and volunteers, we have a national network of 14 Public and Private Hospitals, 72 Residential Care and Retirement Communities and 19 Community Care service centres
Calvary continues the mission of the Sisters of the Little Company of Mary, a mission focused on caring for those who are sick, dying and in need.  We express our values of hospitality, healing, stewardship and respect through “being for others” exemplified by the Spirit of Calvary and the example of Venerable Mary Potter.
As an equal opportunity employer, we value diversity and are committed to fostering a workplace that is respectful, welcoming and inclusive where people are supported to draw strengths from their identity, culture and community. We value the integral dignity of each person and we encourage applications from First Nations peoples, people living with a disability, LGBTIQ+ people, people who have come to Australia as migrants or refugees and veterans.





	Accountabilities and Key Result Areas

	People and Culture:
· Practice in accordance with Calvary and relevant Government Health policies and procedures, the position description, Code of Conduct and industrial agreements. 
· Work in accordance with the mission and vision of Calvary and actively participate in developing a culture that promotes Calvary’s values of healing, hospitality, stewardship and respect. 
· Demonstrate ownership of role and responsibilities, and take accountability for actions
· Support and encourage colleagues and welcome and embrace opportunities for improvement 

Excellence in Service Delivery: 
· Actively manage debtors, with a focus on the reduction of outstanding debts and including managing account enquires 
· Facilitate the resident data entries into the resident system (Epicor) 
· Process and follow-up fees and Department of Health notifications
· Facilitate the processing residents’ fees and statement issuance on a monthly basis or as required
· Facilitate the processing of the direct debit billing of resident fees and the receipting of residents fees
· Facilitate the processing of invoices for sundry charges to residents accounts
· Management of bond and RAD registers to comply with prudential requirements
· Ensure resident system (Epicor) notification to relevant authorities resident discharge or death
· Facilitate timely response to department enquiries
· Process resident events using on line claiming
· Provide advice and support to stakeholders 
· Process resident events using on line claiming
· Process and reconcile Medicare funding
· Positively interact with stakeholders, and ensure quality, prompt and accurate responses to all enquiries
· Be an advocate for Calvary in all interactions
· Maintain a service oriented approach when dealing with residents, families and colleagues
· Ensure quality, prompt and accurate responses to all enquiries 
· Display compassion and empathy when dealing with residents and resident family members
· Develop and maintain strong working relationships with key stakeholders
· Work positively and collaboratively with colleagues
· Prepare probate documents as required
· Prepare documents for the release of refunds as required
· Management of Independent Living Unit (ILU) registers
· Assist in the development and maintenance of accounts receivable systems and procedures
· Undertake end of month processing, including the production of reports
· Prepare reports, information and documentation as required

Excellence in Service Development: 
· Practice effective time management and be considerate of the time of colleagues 
· Work efficiently, provide high quality service and strive for consistency 
· Assist in the regular review of accounts receivable procedures
· Suggest opportunities for improvement  
WH&S Responsibilities: 
Take reasonable care of your own health and safety and the health and safety of others in the workplace;
Comply with relevant Calvary WHS policies, procedures, work instructions and requests;
Report to your supervisor any incident or unsafe conditions which come to your attention; 
Observe any additional requirements as outline in Calvary’s WHS Responsibilities, Authority and Accountability Table (published on Calvary intranet) 


	Key Relationships

	Internal:
	· Director of Finance
· Financial Controller 
· Accounts Receivables Manager
· Accounts Receivable Team Leader
· Managers and CACS Executive
· Facility Administrative staff

	External:
	· Debtors (Residents and/or Responsible Person)
Department of Health		

	Position Impact

	Direct Reports:
	N/A


	Budget:
	N/A

	Selection Criteria

	Essential
COVID-19 vaccination is a mandatory requirement unless assessed exempt 
Demonstrated experience in the administration of accounts receivable
Sound knowledge of the receivables process 
Sound knowledge of administration and experience in Microsoft Suite
Highly developed verbal and written communication and interpersonal skills
Demonstrated high level analytical and account reconciliation skills
High attention to detail
Ability to work in a dynamic and fast-paced environment, and to prioritise conflicting tasks through effective time management 
Ability to work positively as a member of a team
A commitment to work within Calvary’s Mission, Vision and Values
Desirable
Experience in aged or community and/or health care 
Experienced in the use of resident management systems (Epicor highly preferred)
Qualifications in Business Administration/Finance or equivalent relevant qualification  


	Approvals 

	Job Holder’s signature:
	Date:

	Manager’s signature:
	Date:
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