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Job Summary

Patient Accounts Cashier
Under the direct supervision of the patient accounts supervisor, the cashier receives and records payments from patients or responsible parties for hospital services rendered. This includes payments received over the counter and payments received in the mail. The cashier posts the payments to the appropriate account and prepares receipts for over the counter payments. Cashier maintains daily cash receipts and other files and maintains control of the cash register. Cashier balances receipts daily and prepares bank deposit. The above are to be performed in the best interest of hospital.


WORK PERFORMED

1.
Receives and records checks and cash payments received to the appropriate patient or non-patient account. Prepares individual receipts for "over-the-counter" payments.

2.
Identifies and posts appropriate adjustments and discounts to patient accounts when necessary.

3.
Receives questions from customers regarding their account and either answers or refers them to the appropriate billing clerk for assistance.

4.
Prepares daily cash reports and balances all cash on hand. Investigates and resolves any out-of-balance problems.

5.
Maintains a current remittance file in an orderly manner.

6.
Maintains the security of the business office safe and is responsible for the security of cash register drawer at all times.

7. Prepares daily bank deposit from daily reports.

8. Prepares documents for shipping out for document imaging.

9. Investigates unidentified checks and resolves them promptly.

The above statement reflects the general duties considered necessary to describe the principal functions of the job as identified, and shall not be considered as a detailed description of all the work requirements that may be inherent in the position.


PERFORMANCE REQUIREMENTS

Responsible for:

1.
Properly recording and accounting for funds and accuracy of records.

2.
Maintaining confidential information.

3.
Compliance with established hospital policies and directives from supervisor.

4.
Proper use of time, equipment, and supplies.

5.
Performing all duties and activities with proper regard for the safety of the patients, visitors, fellow associates, professional staff, and the associate. 
6.
A friendly, outgoing, and considerate attitude toward all customers and fellow associates.

Mental Application:

A high degree of consistent mental application is required in many aspects of the clerical and financial work performed. Primary mental involvement is in accuracy of identifying and posting the appropriate discounts and adjustments.

Accuracy:

This position requires a consistently high degree of accuracy.

Public Relations:

This position incurs considerable public relations influence through contact with patients, responsible parties, and the public. The position offers recurring opportunities to interpret and present facts about the hospital to the public and many occasions to influence public understanding and the degree of public acceptance of hospital services. In that light, it is imperative that the cashier present the hospital in the best way possible to the public. All customer complaints should be referred to the appropriate party to resolve.

Physical Demands:

A normal degree of physical activity is required. Good physical and mental health, coordination and finger-hand dexterity are necessary together with good visual and aural acuity and pleasant voice communications.


QUALIFICATIONS

Education and Training:

High school graduate or equivalent. Knowledge of cashiering principles. Ability to work with numbers quickly and accurately. 
Experience:

Past work experience in a position meeting and communicating with the public preferred. Cashiering experience, knowledge of insurance payment methods and remittance advice including recognizing appropriate adjustment/discount amounts is necessary.

Knowledge:

An understanding of basic English, spelling, and speech communication. Be familiar with hospital policies and procedures.

Skill:


Mental:
Ability to work under conditions of frequent interruption. Poise, tact, and cooperation in dealing with patients. Memory of details, initiative, and judgment involved in classifying financial data and maintaining flow of work. Work must be completed very rapidly and accurately.


Manual:
Computer data entry by touch, 10-key calculator by touch, copy machine, and cash register are used during a major portion of this position.


POSITION RELATIONSHIPS

Supervised by: Patient Accounts Supervisor

Workers Supervised: None

Interrelationships: Patient Accounts Supervisor, Director of Patient Accounts, Director of Accounting, professional staff, patients, third-party payers, patient access staff, other hospital associates, and outside collection agencies.


SOURCE OF WORKERS

Promoted from: Business office or entry position.

Promoted to: No formal line of promotion.

