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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ACCOUNTS RECEIVABLE OFFICER
1.00
GENERAL STATEMENTS

1.01
POSITION SCOPE

a. Responsible for cash receipting, daily deposits, monthly statements, third party billings,  reconciliation of bookstore charges, assist with other      business functions, preparation of other reports as assigned and assist
with enrollment and registration process;   
b. Participates in the formation of general college policies by referring


      items to a member of a Standing Institutional Committee and through


      appointment to a task force or consultant group by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category


a.
Reporting Relationship:  Comptroller

b.
Function/Category of Position:  Administrative/Support Staff

c.
Terms of Position:  Hourly Position

d.
Salary Category:  II

2.02
Supervision


a.
Supervision Received:

Reports to the Comptroller
b.
Supervision Exercised:

May supervise student assistants assigned to the designated areas.
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2.03
Key Areas of Responsibility


a.  Receipt monies for all accounts and deposit daily.

b.  Prepare and mail monthly billing statements for student accounts.


c.  Prepare and assume responsibility for third party billings.


d.  Work past due accounts for collection.
e.  Assist with enrollment and registration process and work with Admissions and          Financial Aid to correct any billing errors.

f.  Maintain the Nelnet payment agreements with correct data for student payment plans each semester. 


g.  Assume responsibility for explanation of charges, adjustments and billing.

h.  Reconcile bookstore charges.

i. Maintain accounting of petty cash.

j.  Authorize refunds to students on basis of credit balances.


k.  Prepare other reports and surveys, as assigned.


l.  Assist in covering accounts payable area in the absence of the Accounts 

           
    Payable Officer.


m.  Maintain confidentiality while processing sensitive materials.


n.  Greet the public, students and staff in a positive and professional manner.


o.  Display a sense of cooperation with a genuine “what can I do to help” attitude


      in performance of duties.
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p.  Perform other duties as assigned.

Adopted:  April 17, 2000

Revised:   September 9, 2004
2nd Revision:  August, 2006
3rd Revision:  March, 2012
4th Revision:  June, 2014
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

