









Policy # FCSS-0216.10

FAMILY & COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY
NAME:  


HEALTH CARE PROGRAMS ADMINISTRATIVE ASSISTANT/BILLING CLERK
DEPARTMENT:

JOB DESCRIPTIONS
EFFECTIVE DATE: 

2010
RESPONSIBLE TO:
FCSS/RCHHS Executive Director and is responsible to assist the Director with all duties assigned

TIME:
This person will work 21 hours per week with an additional 7 hours per month as a float day if needed (up to 812 hours per year).



Duties & Responsibilities:

1. Reception and answer phones and other general office duties including greeting walk-ins when needed; including holiday relief for other staff.

2. Assist the Executive Director to monitor the budget.
3. Attend committee or Board meetings as required.

4. Assist with the Home Support billing process in consultation with the Health Care Program’s Coordinator and Financial Coordinator.
5. Prepare and tabulate billing for Health Authority for monthly submission as required by the Health Authority timetables as needed.

6. File Audits – Refer to procedure of auditing client files to ensure accurate billing practices.
7. On Call supervisor as the rotation requires; answering any questions, with which Health Care Aides may need help.
8. Ensure all client care changes are communicated to staff involved 
9. Perform direct care tasks within the scope of practice of Health Care Aide level as needed.
10. Assist Coordinator to:

· track, receive and accept Home Care authorizations

· set up training for client specific tasks for Health Care Aides
· schedule Health Care Aides to meet client needs
11. Ensure all staff timesheets are accounted for.
12. Prepare and tabulate Health Care Aide timesheets for payroll department.
13. File all staff’s timesheets after payroll has been completed.

14. Each January remove past years payroll files from file drawer, store in boxes labeled with appropriate date and place in storage in basement.

15. Create new payroll file folders for all staff.

16. Create payroll folders for new staff.

17. Teach new staff how to correctly fill in timesheet information.

18. Enter weekly billing information into computer.
19. Report to Supervisor any variances between authorizations and time claimed by Health Care aides on timesheets.
20. Assist the Financial Co-coordinator with overall supervision of payroll process by maintaining up to date records and accurate reports.

21. Report regularly all O/S accounts receivable amounts, any delinquent accounts and make recommendations to the Financial Coordinator and or Executive Director.

22. Receive and accept Home Care authorizations as required.

23. Assist Health Care Program Coordinator with supervision of Health care Aides and with onsite evaluations of Health Care Aides in co-operation with the RN as needed. 
24. Participate in ongoing training needs related to your position and role in the organization.
25. Assist the Executive Director to administer all decisions taken by the Board.

26. Assist the Executive Director to administer the budget.

27. Assist the Executive Director to prepare the annual budget as needed.

28. Assist the Executive Director to prepare for Board Meetings as needed.

29. Attend Board Meetings as required.
30. All other duties requested by the Executive Director.
This position is subject to a probationary period of three months prior to permanent employment status.   

Evaluations shall occur during probation period and then annually or as deemed necessary.

Pay Schedule for Administrative Assistant shall be set as follows and reviewed annually by the FCSS/RCHHS Board.    
Revised/Reviewed:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.
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