
Revised 7.2013 

 

 
Department:   Accounting    
Reports To:   Accounts Receivable Supervisor  
Classification: Non-Exempt 
 
Position Summary: Provides support to the Accounts Receivable Supervisor and Manager 
and is responsible for managing the day-to-day Accounts Receivable and Accounts Payable 
portfolio for the REO book of business. 
 
Essential Responsibilities: 

 Manage the aged receivable report daily to identify past due balances that 
require resolution. 

 Manage the aged payable report monthly to identify balances that need to be 
remitted to the carrier. 

 Provide customer satisfaction through day to day processing and account 
support, problem identification and resolution. 

 Provide quality customer services to internal and external customers via phone 
calls, faxes and emails. 

 Work with ARL Underwriters and District Managers to resolve billing and policy 
premium issues. 

 Responsible for weekly resolution of un-reconciled payments received from 
Agents. 

 Proactively research and reconcile Agent payment and account discrepancies. 
 Request policy cancellations and reinstatements when necessary. 
 

Knowledge, Skills, and Abilities 
 Requires a Bachelors Degree in Accounting or related field and two years 

accounts receivable experience; or, any equivalent combination of education 
and/or experience. 

 Applied general accounting practices and procedures. 
 Good mathematical aptitude, organizational skills, problem solving, analytical 

skills and customer service orientation. 
 Excellent oral and written communication skills. 
 Trustworthy and mature. 
 Ability to multi-task successfully and meet deadline pressures in a fast paced 

team environment is essential. 
 Proficient in MS Word and Excel.  Experience with the Concept 1 system is a 

plus.  
 Knowledge of Insurance Industry is a plus. 

 
The above statements are intended to describe the general nature and level of work being performed.  They are not intended 
to be construed as an exhaustive list of all responsibilities and duties. 

 
Physical Demands –  
While performing the duties of this job, the employee is regularly required to sit, use hands to finger, handle controls, talk and 
hear.  The employee is occasionally required to stand; walk; reach with hands and arms; and stoop, or kneel.  The employee 
must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision and the 
ability to adjust focus.  The noise level in the work environment is usually moderate. 

 

             REO Accounting Associate  


