GILLESPIE COUNTY, TEXAS
JOB DESCRIPTION

Department: Indigent Health & Court Collections

Position/Class Title: Indigent Health & Court Collections Assistant
Supervisor: Indigent Health & Court Collections Coordinator

Pay Grade: 12

Rate: $17.19

Employment Status: Non-Exempt

Direct Reports: 0 Full-time; 0 Part-time

GENERAL DESCRIPTION:
This position includes duties in both County Indigent Health Care Program, coordination of application
process and Court Collections, coordination of payment plans.

COUNTY INDIGENT HEALTH CARE PROGRAM (CIHCP): Assist Indigent Health & Court Collections
Coordinator with providing Indigent Health Care applications to individuals seeking health care benefits
and services through Gillespie County. Assist individuals in completing applications, determine
eligibility for new applicants and continual eligibility for clients for Indigent Health Care services, review
and verifying data on applications, ensure adherence to regulations, policies, and procedures as set by
State and Gillespie County.

COURT COLLECTIONS: Assist Indigent Health & Court Collections Coordinator with the operation of the
Court Collection Program for court ordered fines, fees, and/or restitution. Provide defendant with an
alternative means to satisfy their financial obligation to the court system through a payment plan.
Assist with interviews with defendant, verify defendant's application information, evaluate
defendant’s ability to successfully complete a payment plan. Monitor and attempt to ensure defendant's
compliance with payment plan.

ESSENTIAL JOB DUTIES:

Essential duties/functions, under the supervision of the COUNTY INDIGENT HEALTH CARE PROGRAM

(CIHCP):

e Provide Indigent Health Care applications to individuals seeking health care benefits and services from
the County.

e Assistin completing applications and advise individual of supporting documents required by
Program regulations.

e Review, analyze and evaluate information provided on individual's application.

Determine eligibility for new applicants and continued eligibility of clients for Indigent Health Care
services.

e Interview applicants to determine eligibility, financial status inquiries, living arrangements, medical
conditions, etc., and contact various human services agencies, financial institutions, landlords, etc.,
to confirm information received.

e Enter pertinent information into electronic data system and update client information per Program
requirements.

e Advise applicants of potential eligibility for programs such as social security, Medicaid, Medicare, Food
Stamps, MHMR services, disability, widow's benefits, and supplemental security income (SSI).

e Confer with representatives of other governmental or private human service agencies or health care
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professionals to coordinate referral of programs to clients in need.

Prepare reports as required and/or requested as relative to CIHCP.

Maintain tangible files, documents, and reports related to the CIHC Program.

Answer routine telephone and personal inquiries concerning CIHC Program.

Interpret the invoice coding, determine the type of service; input the information/data into the
indigent health system.

Runreports from the indigent health system showing the amounts owed at the indigent rates.
Submit claims to Auditor's Office for payment processing.

Distribute applications to defendants requesting time to pay court ordered fines, fees and/or
restitution with instructions for completion.

Review, analyze and evaluate information provided by defendant's application.

Direct defendants to appropriate Court for payments of fines, fees, and/or restitution.

Prepare payment plan documents for defendant and Court, submit proposed payment plans to
Clerk of the Court or to the Judge for Judge's approval.

Locate and notify defendant of delinquent account and attempt to secure payment.

Provide location information of defendant to law enforcement upon request.

Essential Job Duties are intended to be examples of duties and are not intended to be all inclusive.
There will be other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:

>

>

>
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Ability to perform essential duties and functions of the position inthe working conditions and schedules as
described.

Social work (indigent health care), Criminal Court and/or collections or related training/work experience
preferred.

Must be able to maintain confidentiality of records as required by law. Strong communication skills, both orally
and in writing.

Knowledge of modern office practices and procedures.

Proficient in the use of Microsoft Office Suite.

Proficient in the use of office equipment such as copier, scanner, typewriter, calculator, computer. Ability to
perform assigned duties without continual supervision and to make sound, independent judgments.

Ability to use various databases and search strategies tolocate contact information. Ability to manage multiple
and changing priorities as may be necessary.

Regular work attendance is essential.

Bi-lingualin English and Spanish preferred.

Ability to remain calm during stressful situation.

Must have good communications skills and courteous public relations skills.

Ability to establish and maintain effective working relationships with co-workers; be a team player; skill to deal
with the public in a positive and professional manner.

EDUCATION AND EXPERIENCE:

>
>

>

Graduation from high school or GED equivalent.

Minimum of one to two years in related work experience, training or an equivalent combination of
education and related experience.

Must be at least 18 years of age.
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LICENSES, CERTIFICATIONS, OR REGISTRATIONS:
Certifications, licenses, professional designations, or other qualifications required for this
position include: Must hold a valid Texas driver’s license.

Certifications, licenses, professional designations, or other qualifications preferred for this
position include: n/a

ENVIRONMENTAL WORKING CONDITIONS AND SCHEDULES:

County facilities, including vehicles, are smoke-free and alcohol-free working environments. Location for
this position is the Gillespie County Courthouse. Working conditions consist of an indoor and air-conditioned
environment.

The position requires daily and prolonged repetitive motor movements, such as but not limited to: sitting,
walking, stooping and movements of various supplies and/or equipment of up to 10 pounds. The request
for assistance with heavy objects is required for personal and material safety.

Normal work schedule is Monday through Friday, eight (8) hours per day, 40 hours per week with an hour
for lunch. Regular work attendance is essential. Employee must arrive to work on time, prepared to perform
assigned duties and work assigned schedule. Employees are required to record their work hours properly
and to submit time records promptly to their supervisor.
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SIGNATURES

I certify that this job description is a true reflection of the major responsibilities, requirements, and duties of
this position. This certification is made with the knowledge that the information is to be used for the purposes
of selection, classification, appraisal, and compensation.

IMMEDIATE SUPERVISOR DATE

I certify that this job description is a true reflection of the major responsibilities, requirements, and duties of
this position. This certification is made with the knowledge that the information is to be used for the purposes
of selection, classification, appraisal, and compensation.

HUMAN RESOURCES DIRECTOR DATE

I have read this job description and understand the major responsibilities, requirements, and duties of this
position.

EMPLOYEE DATE

Gillespie County is an equal opportunity employer committed to achieving excellence and strength through
diversity. The County seeks a wide range of applicants for its positions so that one of our core values, a qualified
and diverse workforce, will be affirmed.
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