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	Position Description


	Position Title:
	Accounts Receivable Representative 
	Job Number: 4330

	Apply To:
	The FirstService Residential Arizona
[bookmark: _GoBack]Career Center website, http://fsresidentialcareers.com

	Department:
	Accounts Receivable – Scottsdale, Arizona office

	FLSA Status:
	Non-exempt
	Last Updated: 
	10-10-2015



	The Company


Do you aim high? Are you genuinely helpful? Are you looking for a place where you can make a difference, receive ongoing support and training, and build a rewarding, long-lasting career? Then you may be a good fit for FirstService Residential, North America’s foremost property management firm. We’re all about our associates, and as we continue to grow, we’re looking for even more quality people who share our dedication to doing what’s right, improving residents’ quality of life, building great relationships and truly making a difference for their clients, their colleagues and themselves. Is that you?  If so, we think you should get to know us. 

	Job Responsibilities


This position is responsible for general Accounts Receivable functions as it relates to Homeowners’ Associations and their residents. 

The successful Accounts Receivable Representative ensures: Urgency and accuracy of day-to-day data entry. Proactively communicates account concerns/delinquencies with Supervisor and Community Association Manager (CAM). Effective interpersonal skills with regards to interdepartmental and customer correspondences. Community Association Homeowner audits and reviews. Payment application to appropriate Communities and Homeowners from homeowner checks, Lockbox and Paylease; as well as, evaluation and processing Web Exceptions.

	Essential Duties & Responsibilities


The job duties listed are typical examples of the work performed by positions in this job classification. Not all duties assigned to every position are included, nor is it expected that all positions will be assigned every duty. 

· Logging and adjusting of debits and credits on accounts, as necessary. Post/Process of returned payments (i.e., NSF, etc.), refunds, Monthly, quarterly, yearly billing of Association fees to multiple, large Community Associations. 
· Special assessment fees; tracking and processing. 
· Delinquency review and late notice processing. 
· Appropriate and effective communication etiquette to include, but not limited to telephone, e-mail, and other communicative formats. 
· Ability to respond to and manage high e-mail and phone call volume. 
· Maintains a calm, professional manner in all Resident and Community correspondences. 
· Maintains accuracy on homeowners’ statements and information. 
· Effectively communicates and enforces the Board policies. 

	Additional Duties & Responsibilities


· Practice and adhere to FirstService Residential Global Service Standards.
· Conduct business at all times with the highest standards of personal, professional and ethical conduct.
· Perform or assist with any operations as required to maintain workflow and to meet schedules. Notify supervision of unusual equipment or operating problems and the need for additional material and supplies.
· May participate in any variety of meetings and work groups to integrate activities, communicate issues, obtain approvals, resolve problems and maintain specified level of knowledge pertaining to new developments, requirements, policies, and regulatory guidelines.
· Ensure all safety precautions are followed while performing the work.
· Follow all policies and Standard Operating Procedures as instructed by Management.
· Perform any range of special projects, tasks and other related duties as assigned.

	Supervisory Responsibility


None.

	Education & Experience


Minimal Associate’s degree (A.A.) in Accounting /Finance, or related field from an accredited Community College, or equivalent combination of education and minimal 2-years of experience.

· Extensive experience including, but not limited to, the areas of Accounting, Finance, and Community Management. Superior verbal and written communication skills; confident in making presentations
· The ideal candidate will be well-organized and self-directed, self-starter and is an excellent communicator. 
· Demonstrates excellent organizational and time management skills.

	Knowledge, Skills & Proficiencies


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  

· Must possess strong interpersonal, analytical, organizational and customer service principles and practices. 
· An energetic, decisive and dedicated individual with high ethical standards and integrity. 
· We will hire a proven operating professional that knows how to get things done correctly, quickly, and who does not need on the job training. 
· Extensive experience including, but not limited to, the areas of Accounting, Finance, and Community Management.
· Superior verbal and written communication skills; confident in making presentations
· The ideal candidate will be well-organized and self-directed, self-starter and is an excellent communicator. 
· Demonstrates excellent organizational and time management skills. 
· Ability to read reports, computer monitors, and to communicate with coworkers.
· Proficient reading and writing in English. 
· Professional grammar, complete sentences in written communication and use of proper e-mail etiquette.
	Tools & Equipment Used


Use of bank scanners and software for documentation and tracking of payments

	Physical Requirements / Working Environment


The physical demands described here are representative of those that must be met by an associate to successfully perform the essential functions of this job.
· Ability to open file drawers, operate fax and copier machines, move between departments, and attend meetings.
· Ability to write, type 40 wpm and use telephone system. 
· Repetitive motion (keyboarding and moussing). 
· Long periods of sitting or standing. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Hours over and above normal office hours will occur, including evenings, holidays, and some weekends. Schedule is subject to change based on business needs. 
	Travel


As necessary for the position.

	Disclaimer


The above information on this description has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this job. This is not an all-inclusive job description; therefore, management has the right to assign or reassign schedules, duties and responsibilities to this job at any time.
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