ROBESON COUNTY DEPARTMENT OF SOCIAL SERVICES

JOB ANNOUNCEMENT

PROCESSING ASSISTANT IV

DESCRIPTION OF DUTIES:  This position functions in the Medicaid Transportation unit of the Department of Social Services.  This position is responsible for calculating mileage payments, answering phones, scheduling transports and determining mode of transportation,

and be able to accurately explain the program, determine if the client meets the necessary requirements to utilize Medicaid transportation, enter information into NCTRACKS and NCFAST, complete Medicaid transportation assessments, complete and deliver a Drivers Daily Log, arrange lodging for client’s families when warranted, set up and provide billing to new and existing lodging facilities, prepare and submit paperwork for billing not covered thru NCTRACKS, calculate payment to provider by utilizing map quest to determine mileage and apply the appropriate rate, bill Disability Determination Services (DDS) for payment. This position will have the ability to upload payments in NCTRACK, compile spreadsheets and approve reimbursement payments for clients and complete paperwork to be sent to Fiscal for disbursement. This position reports to an Income Maintenance Supervisor II.
KNOWLEDGE, SKILLS AND ABILITIES:  Significant knowledge of office procedures, methods and practices.  Operational knowledge of computer applications and programs is a requirement for this position.  Possess the skills and abilities to perform accounting procedures to include payables and receivables.  Possess the ability to design, create, and produce professional correspondence, statistical information, graphs, tables and spreadsheets.  This position must possess the ability to edit, compose, create, revise, organize and produce documents that are suitable for use by the agency.  Possess the ability to work under strict deadlines and to maintain diplomatic contact with the public and agency personnel. Possess the ability to adapt to a changing work environment and to be flexible.  Position must have the ability to lift a minimum of 30lbs.
MINIMUM REQUIREMENTS:  Graduation from High School and two years of office assistant, secretarial or processing assistant experience, or an equivalent combination training and experience.  
APPLICATION PROCESS: Interested applicants must contact Division Workforce Solutions at 289 Corporate Drive Suite B, Lumberton, NC 28358 by 5:00 p.m. on May 2, 2022 for a referral.  Please submit an original N.C. State Application (PD-107) with the referral.  Applicants not referred by DWS will not be considered.  A review of qualifications, employment history and criminal history will determine who is selected for a structured interview.  Applicant selected will be scheduled for drug testing.  In-house applicants submit application to Tammy Kitson by 5:00 pm on May 2, 2022.

SALARY RANGE:
$29,547.96


GRADE: 63



(In-house Salary Based on Years of Service)

POSTED:  March 31, 2022
Robeson County Department of Social Services is an Equal Opportunity Employer.

