
    Regional Center of East Bay 
     Job Description 
 
 
Position Title:    Accounting Rate Specialist 
 
Salary Range:    $2,209.37 to $2,960.77 Bi-weekly 
  $57,443.62 to $76,980.02 Annually 
  
Reports To:       Controller 
 
Location:           San Leandro, CA 
 
 
Specific Duties:   
 
Under general direction, performs duties within the Accounting Department pertaining to rate updates and retro rate adjustments.  
Duties include, but are not limited to: 
 
1. Updates rate increases in RCEB’s databases, pursuant to Trailer Bill Section 25: Section 4519.10 which include a quality 

incentive program, and be completed by July 1, 2025, including other rate directives. 
 

2. Collaborates efforts with the Rate Specialist in Community Services or DDS staff to review and analyze rates for updating 
the rate table.      

 
3. Calculates, analyzes, and facilitates all rate adjustments in RCEB’s databases and works with the Vendor Database 

Coordinator and Accounting Specialist to determine retroactive rate adjustments for processing.    
 

4. Analyzes invoices and payment records to determine rate adjustments or payment processing. 
 

5. Works with POS staff to update authorizations in order to adjust rates or authorized amounts as needed. 
 

6. Prepares rate schedules and summaries to report to DDS as needed.  
 

7. Provides back up/coverage for Vendor Database Coordinator as needed.   
 

8. Performs other duties as assigned by Supervisor.  
 

 
 
Minimum Qualifications: 
 
1. BA degree in accounting or business administration preferred. 3 years of increasingly responsible accounting experience. 3 

years as a Senior Account Clerk or 6 years as a POS Account Clerk preferred.  
 

2. Knowledge of accounting terminology, principles, practices and procedures and computerized spreadsheet skills, i.e. 
Intermediate EXCEL (Advanced EXCEL preferred). 
 

3. Ability to calculate figures, percentages and other complex formulas.  
 

4. Ability to analyze data and draw sound conclusions; prepare clear and concise schedules and reports; establish and maintain 
cooperative and professional working relations across functional teams.  
 

5. Excellent organizational skills; ability to handle multiple projects and follow through within timeframes. Ability to work 
independently. 

 
6. Demonstrate cultural awareness and sensitivity and an ability to work effectively with culturally diverse populations.  
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