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Account Technician 
 

General Definition of Work 
Performs intermediate skilled administrative support work supporting the overall operations of the Horizon Public Health, 
performing various accounting functions including accounts payable and receivable, third party and private pay billing, payroll, 
preparing monthly, quarterly and annual reports, and related work as apparent or assigned.  Work is performed under the 
limited supervision of the Assistant Administrator of Administration & Finance. 

 
Qualification Requirements 

To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The requirements 
listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
Essential Functions 

Processes and submits all billing to third party payers, Medicare, the State of MN, health plans, insurance companies and the 
Veteran’s Administration for services provided in all program areas, including electronic coding; analyzes payer information and 
policies to assure optimal payment for services; communicates with third party payers and other organizations/vendors related 
to billing questions or discrepancies. 
 
Prepares and processes accounts payable; maintains various accounts payable spreadsheets and records; resolves differences 
and discrepancies with vendors, updates distribution formulas in accounting system. 
 
Prepares and processes accounts receivable, recording and coding incoming revenue; maintains accounts receivable 
spreadsheets and reports; monitors accounts receivable by researching, recording, and correcting errors; resubmits claims 
after reconciliation and corrections are made. 
 
Prepares and submits payroll; maintains accurate payroll files to track benefit eligibility and payroll deductions; updates salary 
distribution formulas. 
 
Prepares and maintains spreadsheets and other records necessary for data collection; researches and compiles reports and 
documentation for audits; assists in grant reporting, budget reporting, and other special projects. (1) 
 
Assists in the preparation of financial materials and reports. (5) 
 
Contributes to the development of individual and organizational competencies that strengthen the quality and performance of 
public health practice and participates in organizational capacity building and training activities to advance public health 
competencies. (6) 

 
Knowledge, Skills and Abilities 

Required Competency and Skills:  Knowledgeable of Tier 1 Public Health Core Competencies and demonstrates commitment to 
increasing individual skills in all eight focus areas including such responsibilities as program development, program 
implementation, program evaluation, establishing and maintain community relations, managing timelines and work plans, and 
presenting arguments and recommendations on policy issues. 

 
Tier 1 Public Health Core Competency Key: 
1-Analytical/Assessment  2-Communication  3-Community Dimensions of Practice  4-Cultural Competency 
5-Financial Planning and Management  6-Leadership and Systems Thinking  7-Policy Development and Program Planning  8-
Public Health Sciences 
 
Thorough knowledge of the principles and practices of accounting procedures, related organization and department policies, 
practices and procedures; legal guidelines, recommendations, best practices, ordinances and laws including Medicare, Medical 
Assistance, insurance and grant guidelines; accounts payable and receivable policies, practices and procedures; the processes 
involved in bookkeeping and accounting in a public health environment; thorough knowledge of bookkeeping terminology and 



methods; standard office, accounting, and data entry equipment;  standard office equipment and applicable hardware and 
software.  Skill in organizing work, working with high detail acuity and prioritizing multiple assignments; using standard 
accounting software and database systems, completing standard accounting actions.  Ability to make arithmetic computations 
using whole numbers, fractions and decimals, rates, ratios and percentages; ability to understand and apply governmental 
accounting practices in the maintenance of financial records; ability to communicate effectively in oral and written forms; 
ability to establish and maintain effective working relationships with vendors, service providers, state and federal agencies, 
citizens, associates, and the general public; ability to maintain confidentiality; thorough skill in documentation and 
recordkeeping. 

 
 

Education and Experience 
Associates/Technical degree with coursework in accounting, bookkeeping, administrative assistant skills, or related field and 
one to three years of experience working in accounting, bookkeeping, billing, payroll, office assistance. 

 
Physical Requirements 

This work requires the occasional exertion of up to 10 pounds of force; work regularly requires sitting, speaking or hearing, 
using hands to finger, handle or feel and repetitive motions, frequently requires reaching with hands and arms and occasionally 
requires standing, walking, stooping, kneeling, crouching or crawling and lifting; work has standard vision requirements; vocal 
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive 
information at normal spoken word levels and to receive detailed information through oral communications and/or to make 
fine distinctions in sound; work requires preparing and analyzing written or computer data, operating machines, operating 
motor vehicles or equipment and observing general surroundings and activities; work occasionally requires exposure to 
bloodborne pathogens and may be required to wear specialized personal protective equipment; work is generally in a 
moderately noisy location (e.g. business office, light traffic). 

 
Special Requirements 

Upon employment or within six months of hire, training on applicable software, AWAIR, Employee Right to Know, Emergency 
Action Plan, HIPAA, Data Practices and fire training. 
Valid driver's license in the State of Minnesota. 


