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[bookmark: example-of-financial-representative-job-description]Example of Financial Representative Job Description
Our growing company is looking to fill the role of financial representative. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-financial-representative]Responsibilities for financial representative
· Ensuring payments and adjustments are posted properly
· Preparing appeals as needed
· Post and produce receipts for all patients and payer payments received at the cashier window
· Balance cash drawer and safe at the close of business daily
· Reimburse vending machine money to patrons and balance the cash box
· Balance and reconcile parking monies
· Manage all petty cash funds for on site personnel and departments
· Prepare all restricted fund deposits for all departments on campus
· Requires strong multi-tasking skills due to the diversity of the job
· Strong customer service skills for face to face issues with patients being a liaison with off-site services
[bookmark: qualifications-for-financial-representative]Qualifications for financial representative
· Experience with practice management software, hospital billing software or electronic health record software
· Minimum of 8-10 years related experience working in the high tech sector
· Ability to demonstrate success in developing key drivers for increased sales and revenue acceleration
· BS in Business, Finance
· College degree in business, accounting or finance preferred or related work experience
· 1-2 years of cash handling, customer service in a retail environment, or sales experience preferred
