
ACCOUNTING CLERK / BILLER 

Reports to:  Director of Finance 

 

POSITION DESCRIPTION 
Under the direction of the Director of Finance, the Accounting Clerk / Biller is responsible for 

providing accounting and billing support to the finance department. Accounting responsibilities 

would include financial record keeping and transactions including accounts payables and 

accounts receivables. Billing responsibilities would include the timely submission of billing to 

Regional Center and LAUSD; monitor payments for accuracy and processing payments through 

Quick Books. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
▪ Coding and processing of accounts payable and receivable 

▪ Process billing for Regional Center and LAUSD contracts. 

▪ Process payments using QuickBooks. 

▪ Communicate with therapist and supervisors regarding issues with billing, paperwork and 

notes, as needed. 

▪ Monitor A/R aging and follow-up on past due amounts. 

▪ Process bank deposits. 

▪ Issue credit memos and re-bill short pays, as needed. 

▪ Help prepare audit packages 

▪ Perform various administrative/clerical tasks: Filing, Data Entry, Coping, Internet Search, 

Faxing, Mailing, etc.  

▪ Perform other job-related duties as necessary/assigned by Director of Finance. 

▪ Demonstrate a high level of professionalism in dealing with confidential and sensitive 

issues. 

 

QUALIFICATION REQUIREMENTS: 
˙ Knowledge of principles and practices of accounting 

˙ Knowledge of medical terminology, diagnoses and procedure codes and patient privacy 

laws. 

˙ Ability to effectively communicate verbally and in writing 

˙ Detailed oriented with excellent organization skills 

˙ Ability to multitask, work independently and as part of a team and communicate and 

interact with staff at all levels of the organization 

˙ Knowledge of principles and practices of organization, planning, record keeping, records 

management, and general administration 

˙ Advanced knowledge of computers, and basic knowledge of computer networking; 

Microsoft Office-excel, Word, Outlook 



˙ Experience with the following systems, preferable: QuickBooks, Electronic Health 

Records (EHR) 

 

 EDUCATION AND/OR EXPERIENCE: 
˙ Associate degree in accounting, medical billing, administration, management or 

commensurate experience.  

˙ Medical Billing Certificate, preferred but not required 

˙ Experience in billing for Regional Center and LAUSD, a plus 

˙ Advance experience with QuickBooks. 

˙ Knowledge of principles and practices of accounting 

˙ Minimum of 2 years of related experience 

˙ Experience working in a non-profit environment, a plus 

  

PHYSICAL REQUIREMENTS: 
Must be able to:  

˙ Ability to sit for extended periods of time, bend, squat, turn and move to respond to 

the daily responsibility of the department 

˙ Lift at least 25 pounds 

˙ Effectively use a computer and telephone to conduct business 

˙ Travel occasionally for meetings and trainings 

 

Exemption Status:  Non-Exempt,  Full-Time Position 

 


