Jurisdiction:  Cortland County

Jurisdictional Class:  Competitive

Adopted:  10/20/05

VOLUNTEER PROGRAM ASSISTANT

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for the performance of account keeping procedures and coordinating the work of volunteers for a program. The   incumbent provides the primary clerical support to an office and is responsible for the independent performance of moderately difficult financial accounts and records maintenance.   Does related work as required.

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Participates in the recruitment of volunteers, interviewing and orientating volunteers to the program;

Schedules and supervises work of volunteers;

Evaluates appropriateness of volunteers for individual assignments;

Receives and audits volunteer time records;

Enters a variety of data including demographics, services performed, billing information and other pertinent information into computer databases;

Reviews and verifies records and/or charts for accuracy and completeness and enters;

Prepares and reviews a variety of documents including claim-forms, vouchers, bills, fee scales, and purchase orders;

Determines eligibility for payment, verifies accuracy and completeness of payments made, and/or reconcile bills as required;

Searches a computer database to obtain data necessary for state and federal reports and/or reimbursement claims;

Prepares and reviews bills, vouchers or claims for completeness, resolves discrepancies by contacting appropriate agency or contractor and forwards bills and claims to the appropriate person for payment;

Prepares correspondence, documents, records and other written material;

Contacts clients, vendors and other providers by phone or written correspondence to obtain additional information;

Creates and maintains a variety of records and reports as required;

Provides oversight of and performs clerical duties for office functions.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISITICS:

Good knowledge of modern office terminology, procedures, equipment and business English;
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Good knowledge of modern methods used in keeping and checking financial accounts and records, including financial computer software;

Ability to operate a personal computer and utilize common office software programs including word processing, spreadsheets and databases;

Ability to plan and supervise the work of others;

Ability to perform close, detail work involving considerable visual effort and concentration;

Ability to organize and maintain accurate records and files;

Ability to deal effectively with the public;

Ability to analyze and organize data and prepare records and reports;

Ability to communicate effectively, both orally and in writing;

Ability to understand and follow oral and written instructions;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

A. Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree;  OR

B. Graduation from high school or possession of a high school equivalency diploma and two years of clerical experience maintaining records;  OR

C. An equivalent combination of training and experience as defined by the limits of (A) and (B).

