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Job Description 
	Job title
	Reconciliation Clerk
	Job Holder
	Vacant

	Reports to
	Registration Supervisor
	Section
	Patient Financial Services (PFS)


Background Information

This position is critical role within the Patient Financial Service Department operations. Ultimately, the role ensure revenue collection at the registration level is properly supervised all in our efforts to meet collection goals and increase overall collections for the Cayman Islands Hospital.
Job purpose

Receives, prepares and reconciles daily cash receipts and float disbursement for all HSA patient payment stations. Verify all end of shift documentation, funds collected and floats, are submitted and documented in the cash and documents logs at the end each shift, inclusive of reporting all non-compliances.
Dimensions

This post holder reports directly to the Registration Supervisor and has no supervisory role. The post holder will be required to be accurate and timely with their reconciliations, reports and verification duties.
Duties and responsibilities

Principal Accountabilities
· Meet all daily, weekly and monthly performance targets as set by the Registration supervisor and PFS manager.

· Prepare floats for all stations and provide change for Emergency.

· Disburse floats and ensure all Clerks count and log floats upon receiving.

· Run and review Cerner report daily.

· Review all Clerks report this include Officers at the Districts Clinics. Ensure all funds are entered in Cerner accurately.

· Ensure all district collections are reported daily to Accounts and log for follow up, all late remittance is reported to Supervisor via email.

· Ensure all End of Shift document, funds collected and floats are submitted and documented in the cash and documents logs at the end each shift. Report all non-compliances.

· Identify and report discrepancies (if any) to Supervisor.

· Reconcile all funds on the daily Cerner report (Cash, check, credit/debit cards, reversals etc. Prepare and remit all collections to the Accounts Department.

· Monitor collection during the day, advice Clerks and ensure all collections (over $200.00) are deposit, Recon Officer receive and witness funds, verify that cash has been log and securely deposit in safe.

· Submit funds to the Accounts Department after the Supervisor has reviewed and approved.

· File all daily original cashiers/Registration Clerk’s reports for future review.

· Protect and secure receipt book always (In Safe).

· Ensure all funds collected with receipt book are entered into Cerner promptly. All receipt pages are to be accounted for at all time; books are supervised at all time when in use.

· Submit funds to the Finance Department daily no later than 2:30pm Tuesday to Friday and 4pm on Mondays or after holidays.

· File all original documents received from Registrations Clerks.

· Assist in queries regarding reports, funds and any other relevant matter associated with Recon duties.

· Responsible for getting change from Bank and providing change for all stations.

District clinics
· Open bags verify contents, Sign Log-In bag.

· Check for funds and End of Shift documents.

· Sign Courier Log with the amounts received.

· Report any discrepancies to Supervisor.

· Prepare funds and supporting documents for Supervisor review and remittance to Account Department.

· Provide change for the District Clinics (when required)
Weekend and Holidays:
· Prepare and disburse floats to Registration Clerks and verify that all Protocol are followed.

· Provide change to Accident and Emergency, if needed

· Make sure contents are properly secure and Safe is closed.

· Arm the security system when leaving the building and notifying Security Personnel in charge of closing doors.

Qualifications, Experience & Skills Requirement
Education and Experience Requirements:  
· Associate degree with O Level passes with O level passes in Mathematics and English.

· Have a minimum of three years’ experience in an office environment.

· Must be able to work under pressure to meet deadlines.

Reporting Relationship
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The post holder will be responsible for planning and completing their daily assignments as given by the Registration Supervisor.     
Direct reports

There is no supervisory responsibility for the post.
Other Working Relationships

	· Patient Registration Clerks 
	· Head Cashier 

	· Self-Pay Collections Team
	

	
	


Decision Making Authority and Controls
•
Decision-making occurs within the scope of the post holder’s responsibilities.

•
The post holder will be expected to organize and plan his work within the guidelines given by the Registration Supervisor, but will utilize his own discretion as to use of time and delivery of output.
Working conditions
This is an office environment with periods of sitting at a computer, counting cash, reconciling and reporting.  The core hours for this position are 8:30 am to 5:00 pm, Monday through Friday, unless otherwise agreed upon by the post holder and the supervisor, or as necessary for the completion of job duties.
Physical requirements

The position requires the incumbent is required to sit for extended periods of time, do repetitive tasks with few breaks, and so forth.

Problem/Key Features

Working with hard deadlines daily is a common occurrence with this position
Evaluation Metrics

· Timely submission of Cash for deposit
· Timely submission of credit/debit report

· Timely reconciliation of end of shift reports
· Timely preparation of daily deposit & cash collection report

	Approved by:


	Signature of the person with the authority to approve the job description

	Date approved:
	Date upon which the job description was approved

	Reviewed:
	Date when the job description was last reviewed

	Next Review
	Date for next review. Ideally, a job description should be reviewed annually and updated as often as necessary.

	Signature  of post holder
	

	Signed date
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