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POSITION DESCRIPTION
	 

POSITION:
	 

OFFICE MANAGER / EMS BILLING 
 
	MINIMUM STARTING SALARY:
	$12 per hour or
$24,960 per year

	DEPARTMENT:
	JEFFERSON COUNTY
	
	

	
	FIRE RESCUE
	WORK SCHEDULE: 
	40 HOUR

WORK WEEK

	REPORTS TO:

 
	CHIEF or DEPUTY CHIEF
	
	

	 
FUNCTION:

Performs work under supervision to provide clerical support to the fire department administration; responsible accounting and bookkeeping work in the maintenance of all accounts payable and fund accounting for the Board of County Commissioners budget; to type reports from a variety of sources; to assist in daily activities and operations of the department by completing a variety of clerical tasks; to record data, generate reports and invoices; and to perform related work as required.

 

	 
 

 
	 
EQUIPMENT USED:

Telephone, computer, typewriter, calculator, fax machine, copy machine, and related office equipment. On rare occasion, may be required to drive an emergency vehicle.
 

	
	
	
	
	


 
PRINCIPAL DUTIES AND RESPONSIBILITIES:

· Completes a variety of word processing reports, letters, charts, and documents by utilizing computer and other word processing equipment.  Entering and updating data into various computer databases and programs.

· Manages ambulance billing system, records and data, including processing of patient and run information, billing, processing of Medicare, Medicaid and insurance claims.

· Receives notice of checks and cash received by Court House and credits database with appropriate data.
· Keep up to date on all insurance billing requirements.

· Runs financial reports for the Board and Department.  

· Greets and provides assistance to persons entering the fire station. 

· Receives incoming phone calls and takes messages, responds to inquiries or forwards to the appropriate personnel.

· Coordinates and processes training documents including attendance and continuing education credits and enters data into specific database programs.

· Copies data and printed material. 

· Open mail daily and distributes to appropriate personnel or departments.

· Generate and process invoices for items and services provided by the department.
· Shall attend extra training as required for the position.

· On rare occasion, may be required to drive an emergency vehicle in response to an emergency.
· Inventory control and procurement of office supplies.
These principal duties and responsibilities are not to be construed as a complete statement of all duties performed. Employees will be required to perform other job related marginal duties as required.

 

 

 

ENTRY REQUIREMENTS AND SKILLS:

· High school diploma or equivalent and three years clerical or general office experience.

· College level courses in accounting, business administration, and computer science.

· Knowledge of bookkeeping practices and procedures.

· Knowledge of standard office procedures and equipment.
· Ability to assess problems and research financial information and documents to resolve the problem.

· Ability to operate a computer and utilize Microsoft Word and Excel.

· Ability to understand and carry out written and oral instructions.

· Ability to deal tactfully with the public.

· Ability to establish and maintain effective working relationships with co-workers.

 
A comparable amount of training, education or experience may be substituted for the above entry requirements.

REQUIRED SPECIAL QUALIFICATIONS:
· Shall possess and maintain a Valid Drivers License issued by the State of Florida and be insurable to operate County vehicles and equipment.

· Shall possess and maintain a certificate of completion of an Emergency Vehicle Operators Course (E.V.O.C) from a State of Florida or a Nationally recognized provider within 6 months of employment.
· Shall possess and maintain a valid CPR card from a Nationally recognized provider within 6 months of employment.
 

WORKING CONDITIONS:

· Works in office environment.

· Required traveling to other city offices for mail and to retrieve data.

 

 

PHYSICAL REQUIREMENTS:

· Ability to communicate utilizing speech, vision, and hearing skills.
· Ability to operate a keyboard, calculator, and other business machines.
· Ability to remain at a work station and view a display screen for prolonged periods of time.
  

