

	Job Summary
	Primary Duties
	1. Tabulate and create invoices to bill third party vendors for all students associated within those organizations. Including but not limited to all Chapters of VA, Tuition Assistant, General Achievements for Abilene Students.
	2. Reconcile accounts and apply payments from third party vendors in a timely manner.
	3. Provide clear, precise information for billing and create files for each individual or entity.
	4. Post all VA payments throughout the month in a timely manner.
	5. Code and process VA Tuition Deferment Request for VA students.
	6. Record daily receipts of funds into the College’s administrative computer system and routinely perform necessary steps to provide computer deposit reports.
	9. Communicate routinely with direct supervisor with updates of all third party billing.
	10. Provide back up for the Business Office Specialist.
	11. Cashier duties support for student accounts. During peak times this position will provide support in receiving payments from students and answer/resolve questions regarding their account.
	12. Communicate closely with staff in the Continuing Education-Workforce area and the Veteran Services area for third party billing.
	13. Collections of old Balances.
	14. General Achievement Waivers
	15. Perform additional duties as assigned.

