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JOB DESCRIPTION

Title:  


APP Payment Coordinator



Reports To: 

APP Provider Payment Manager

Salary Range: 

$30.00 per hour
Classification: 
Non-Exempt

Hours:  

40 hrs/week, 8:30AM to 5:00PM Mon-Fri, some evenings and weekends shifts, as required. 
PRINCIPAL RESPONSIBILITIES:

Under the direction of the APP Manager, a payment coordinator is responsible for making accurate payments of 4Cs Alternative Payment Program, ensuring accuracy in financial transactions and supporting team members. Responsible for researching payment posting issues and working closely with internal teams to resolve any issues and facilitate billing process. The ideal candidate must also be able to demonstrate excellent written and verbal communication skills. 
PRIMARY DUTIES: 

1. Customer Service.  In accordance with APP payment department performance standards, provide excellent customer service, technical assistance and/or referrals for providers who have questions about APP contracts, payments department policies and procedures, subsidized child care, the business of professional child care and other topics.  Provide information with an understanding of AP department policies and procedures and appropriate confidentiality.  
2. Provider Files.  Complete and maintain provider agreement files with APP providers in accordance with California CDSS regulations, funding terms and conditions, external audit requirements and 4Cs policies and procedures.  Work closely with family case managers to ensure swift, efficient and consistent contract processing in accordance with California CDSS regulations, funding terms and conditions, external auditor requirements and 4Cs policies and procedures.  Maintain a minimum error rate in provider agreement files in accordance with APP payment department performance standards.  

As needed, conduct regular one on one standard orientation sessions with new and existing providers to explain state regulations, funding terms and conditions, external audit standards and 4Cs policies and procedures.

3. Provider Payment Processing.  Process provider payments in accordance with California CDSS regulations, funding terms and conditions, external auditor requirements and 4Cs policies and procedures.  Meet regular deadlines for the completion of payment calculations.  Maintain an annual payment processing error rate in accordance with APP payment department performance standards.  Work closely with family case managers to ensure swift, efficient and consistent payment processing in accordance with California CDSS regulations, funding terms and conditions, external auditor requirements and 4Cs policies and procedures.  

4. Support of Department. Foster collaborative efforts within the department and enthusiastically carry out overall 4Cs goals and mission.  Identify any problems arising in the course of processing provider agreement files or payments.  Bring these issues to the attention of the APP Payment Manager, or Director of Finance as appropriately, in a timely manner.  Other duties as assigned.
DELIVERABLES:

· Excellent customer service provided following APP payment department performance standards

· Achieve good provider file compliance within standards set for the APP payment department.

· Achieve error rate on provider payment calculations within standards set for the APP payment department.

RELATIONSHIPS: 

· Maintain professional and friendly rapport with child care providers and the families they serve.  Use good judgment and discretion when discussing case particulars or helping to resolve conflicts.

· Maintain professional and open communication with APP Payment Manager and other 4Cs staff

· Maintain professional and constructive collaborative relations with counterparts at other agencies or members of the local community.

· Maintain confidentiality of case files and 4Cs internal discussions and internal operations.

NUMBER OF EMPLOYEES SUPERVISED:

Directly: 0 Indirectly: 0

MINIMUM QUALIFICATIONS: 

· AA, or 2+ years’ related experience in accounts payable, compliance, financial management field, or administration of social service programs, or equivalent experience.

· Demonstrated customer service skills.

· Knowledge of MS Office Suite, including Word, Excel, and Outlook

· Experience maintaining database files.

· High integrity and accountability.

· Well organized and efficient.

· High attention to detail.

· Effective oral and written communication skills.

SPECIAL QUALIFICATIONS: 

· Bilingual in Spanish a plus.

· Knowledge of California State regulatory environment, particularly with regard to child care subsidy programs a plus.

· Experience in financial or business training or financial customer service.

· Accounts payable or compliance related work experience.

SOME OF THE ESSENTIAL PHYSICAL REQUIREMENTS: 

Typing on a computer and use of a mouse 75% of the time

Sitting at a desk 75% of the time

Talking on the telephone

Filing including lifting, pulling and reaching

CLOSING DATE: Open Until Filled

4Cs offers an excellent benefit package, including 401-K, medical, dental, and vision plans, and more.

