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POSITION TITLE:      Billing Clerk
REPORTS TO:
         Accounting Manager
CLASSIFICATION     Full Time, Non-exempt (hourly) 
	POSITION SUMMARY: 
Administer all facets of membership billing and program registration


	PRIMARY DUTIES AND RESPONSIBILITIES:  

	

	· Bills all memberships monthly and processes program billing for members and non-members for various services.  Posts adjustments to accounts.
· Handles all A/R inquiries and collection of A/R balances.  Communicates with members and non-members via telephone, email, and mail of account status.

· Maintain membership-billing files and updated billing information.

· Tracking and recording monetary and in-kind donations.

· Prepare deposits for depositing at bank daily and transmitting remote deposits.

· Participate in special projects, compile special reports, and reconcile various accounts to subsidiary ledger.

· Process all financial aid applications.

· Other duties as assigned.

· Strong customer service background
· Excellent communication/interpersonal skills



	

	Qualifications:

· Associates degree in Accounting or Finance or an appropriate combination of education and related experience in accounting.
· Highly proficient in the use of MS Office (MS Word, Excel, & Outlook) and the use of other database/accounting packages.  
· Ability to multi-task and prioritize work.
· Ability to work independently; be detail oriented and organized. 

· Excellent analytical and problem solving skills.

           The duties outlined in this job description are to be representative, but not all-inclusive, assigned to this job. These duties may be amended at the discretion of the CFO or Executive Vice President/CEO.

To Apply For This Position
Submit cover letter, resume and salary requirements to resumes@ujft.org
Review of applications will begin immediately, and continue until the position is filled.

EOE
federation.jewishva.org  


