Job Description
ACCOUNTANT 1			

Unit:  Joinder Operations

This professional accounting position is located in the Operations Unit of the Lycoming-Clinton Joinder Board. This position is responsible for financial activities with the administration of the Consolidated and Person Family Directed Supports (PFDS) Waivers as defined in the Administrative Entity Operating Agreement and the Infant, Families and Toddler Operating Agreement. The position will also perform select duties related to the accounting functions for mental health services. This position reports directly to the Joinder/MH/MR Fiscal Officer.


ESSENTIAL FUNCTIONS:

An individual must be able to successfully perform the essential functions of this position with or without a reasonable accommodation.

· Work with the Joinder/MHMR Fiscal Officer concerning fiscal operations of the Lycoming-Clinton Mental Health/Mental Retardation/Early Intervention Program.

· Collect data to support rate setting activities for Waiver service(s) when requested and in accordance with instructions issued by the Office of Developmental Programs (ODP)

· Conduct Desk Reviews of the prior Fiscal Year Provider Cost Reports.

· Assist ODP as requested with the review and follow up of Provider audits.

· Assist Providers with the Claim Resolution Support process and serve as the point of contract for Claim resolution support issues.

· Participate in the development of annual operating budgets for mental health, mental retardation and early intervention services.

· Monitor the operating budgets through development of regular and ad hoc budget status reports to account for funds and project financial data.

· Monitor the expenditure and budgetary control accounts and prepare financial information related to the status of accounts.

· Participate in the posting of accounting data to general ledger accounts from financial accounting records, documents and reports. 

· Analyze and input financial information for all MHMR and Family Driven contracts and prepare financial information for contract amendments, as needed.

· Responsible to ensure contracts payments are within contract caps and total contracts are within budget limitations.
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·  Collaborate with the MH, MR and EI department heads to assist as needed in finacial oversight and input financial records using State information systems (HCSIS/Pelican) and participate in Finacial reviews completed by State Agencies. 

· Provide financial reports needed to comply with Federal and Stare fiscal accounting requirements, including, but not limited to Waiver & Waiver Administration reports, Supports Coordination Cost reports, Annual I&E reports, Cost Settlement Reports, 

· Serve as the Fiscal role for State client-based information systems, including, but not limited to HCSIS and Pelican.

· Maintain full accounting records to account for claims submission and payment for all sources of third party revenue sources for mental health, mental retardation and early intervention services.

· Perform related work as needed.
						
PHYSICAL ACTIVITIES:

The following physical activities are necessary to perform one or more of the essential functions of this position.

· Travel to and enter, exit and move about within various office or community settings.
· Communicate effectively in person or by using telecommunications equipment.
· Document messages or other correspondence using a writing instrument
· Input and gather data on a computer.
· Proofread documents accurately. 
· Understand oral and written information.
· Perform intermediate arithmetic.
· Operate various office equipment, such as copier, fax machine, postage meter, typewriter, and computer
· Move and relocate work related items such as mail bundles or office supplies without assistance.


I have read and understand the essential functions for this position and certify that:

________ I have the ability to perform the essential functions of this position either with or without a reasonable accommodation.

_______ I DO NOT have the ability to perform the essential functions of this position either with or without a reasonable accommodation.


____________________________		________________________	______
Employee/Applicant Printed Name		Employee/Applicant Signature	Date		


___________________________		________________________	______
Supervisor’s Printed Name	                        Supervisor’s Signature		Date
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