


MID-STEP SERVICES, INC.
JOB DESCRIPTION


JOB TITLE:  		Auditor
DEPARTMENT:  	Accounting/Quality Improvement
SUPERVISOR:  	Controller/Quality Improvement Coordinator


Job Summary

Under the supervision of the Controller and Quality Improvement Coordinator, the Auditor is responsible for auditing and performing clerical duties for the Accounting department. The auditor shall review HCBS documentation for completeness, accuracy and timeframes to ensure compliance with the Iowa Administrative Code.  Ensure that services authorized within the Case Manager’s plan are documented.  Ensure goal action steps are being followed.  Responsible for remaining up to date on changes to rules/regulations.  


Duties and Responsibilities

1. Audits member rep payee accounts monthly.

2. Assists the Accounting department with completing bank reconciliations.

3. Effectively executes completion of long term projects as necessary.

4. Review program documentation for compliance with the Iowa Administrative Code.

5. Ensure that services authorized in the Case Manager’s plan are documented.

6. Ensure goal action steps are being followed.

7. Maintain knowledge of the HCBS rules and regulations as defined under the Iowa Administrative Code.

8. Participate in all training that enables performance of duties effectively, efficiently, and competently (e.g. –orientation, in-services, etc.).

9. Comes to work as scheduled and consistently demonstrates dependability 
	and punctuality; complies with attendance policy.

11. Run and review reports to ensure documentation is present for all shifts.

12. Maintains confidentiality in the performance of duties as necessary.

13. Other duties as assigned or directed.




QUALIFICATIONS

1.	High school diploma or GED.  
2.	Knowledge of HCBS rules and regulations under the Iowa Administrative Code is preferred.  HCBS documentation experience is preferred.
3.	Must have computer knowledge and be detail oriented.
4.	Must be able to work with people in a professional manner and effectively convey information.
4.	Must have excellent English reading and writing skills. 
5.	Must be flexible and have the ability to work independently.  Must be able to sit and read from a computer monitor for long periods of time. 
6.	Must possess a valid driver’s license and meet insurance requirements for driving.
7.	Must be approved to work by the Iowa Department of Human Services if one or more of the following exist:  prior convictions, child abuse registry report, and/or dependent adult abuse registry report.
8.	Must not be on Medicare/Medicaid fraud registry.
	9. 	Must pass pre-employment physical.
10.	Individuals with blood borne pathogen diseases cannot be employed in any direct care position due to risk of disease exposure to our members.


I have read the above job description and fully understand the requirements set forth therein.  I hereby accept the position of Auditor and agree to abide by the requirements set forth and will perform all duties and responsibilities to the best of my ability.



_____________________		______________________________________________
Date					Signature – Auditor



_____________________		______________________________________________ Date 					Signature – Controller/Quality Improvement Coordinator 
  













