Community Action Partnership of Cambria County

MATP Billing Coordinator (Hourly Non Exempt)

Reports to:  Community Services Director

 
   Department:  Community Services

Classification Group:  K
Date:  May 26, 2022





     Approved by:  Jeffery L. Vaughn










     Executive Director

JOB SUMMARY:

1. The position of MATP Billing Coordinator involves specialized work in the Community Services Department of Community Action Partnership of Cambria County, Inc.

2. Work involves preparation or development and administration of MATP (Medical Assistance Transportation Program) 

3. This position is supervised directly by the Community Services Director.

ESSENTIAL RESPONSIBILITIES:
1. Maintains current knowledge on programming requirements for projects relating to the Community Services component.

2. Reconciles and edits paratransit invoices/reimbursement forms submitted by MATP vendors and clients and submits multiple vouchers to Supervisor for approval.

3. Completes, reviews, edits, and submits multiple applications and billing reports in a timely manner.

4. Schedules client MATP transportation trips in special software in a timely manner.

5. Performs client intake duties to include interviewing clients, certifying eligibility, completing applications and updating client databases for agency programs.

6. Conducts a simplified needs assessment, then suggests a plan of action and implements the plan of action to properly address the needs of the client.

7. Assists clients in all programs within the Community Services component as well as providing information and referral services to clients.

8. Coordinates with other organizations, sharing common resources to obtain common goals.

9. Helps create and update the MATP portion of the Community Services employee training manual.

10. Participates in job-related training as required.

11. Travels overnight as required.

12. Performs related duties as assigned by the Community Services Director.

ADDITIONAL RESPONSIBILITIES:

1. Be able to answer phone calls; respond to job related questions, and schedule clients for services using scheduling software in a timely manner.
2. Research client accounts to verify information and make changes and update databases accordingly.

KNOWLEDGE, SKILLS, AND ABILITIES:

1. Working knowledge of billing procedures.  (Required)

2. Working knowledge of social service systems.  (Required)

3. Proficient in oral and written communication along with basic math skills.  (Required)

4. Ability to deal tactfully with the public.  (Required)

5. Understanding of computers, including MS Word, Excel, and other related programs. (Required)

6. Working knowledge of common office equipment (fax machines, copiers, and printers).  (Required)

7. Understanding of outcome-based services.  (Preferred)

8. Knowledge of conflict resolution and the ability to deal with clients in a calm and friendly manner.  (Preferred)

MINIMUM REQUIREMENTS OF EDUCATION, TRAINING, AND EXPERIENCE:
1. Associate degree in Accounting (Required)
2. Completion of an accredited training course in bookkeeping or two years’ experience as a bookkeeper. (Preferred)

3. Minimum two (2) years customer service experience.  (Preferred)

4. Reliable transportation.  (Required)

EMPLOYEE’S SIGNATURE: _________________________
DATE: ___________
