
 

Job Title: Accounts Receivable Assistant 
Department: Department Of Veterans Affairs 
Agency: Veterans Affairs, Veterans Health Administration 
Job Announcement Number: BH-12-042-BT-615191 

JOB SUMMARY: 
     

Vacancy Identification Number (VIN) 615191 

  

OUR MISSION: To fulfill President Lincoln’s promise – “To care for him who shall have borne 
the battle, and for his widow, and his orphan” – by serving and honoring the men and women 

who are America’s Veterans. How would you like to become a part of a team providing 
compassionate care to Veterans? 

The VA Black Hills Health Care System (VA BHHCS) is located in the beautiful Black Hills of western South 

Dakota, where we are known for our blue skies, pine forests, rich history, moderate climate and friendly

western hospitality. VA BHHCS provides primary and secondary medical and surgical care, along with

residential rehabilitation treatment program (RRTP) services, extended nursing home care and tertiary 

psychiatric inpatient care services, for veterans residing in South Dakota and portions of Nebraska, North 

Dakota, Wyoming and Montana. Care is delivered through the Fort Meade (near Sturgis) and Hot Springs

VA Medical Centers, as well as through a number of community-based outpatient and rural outreach clinics. 

VA Black Hills is part of VA Midwest Health Care Network (VISN 23). 

 

  

Applicants Note: If you are not applying online and you are using the OPM Form 1203-FX to complete the 

Occupational Questionnaire, please continue with the next sequential number. For example if the last question you 

responded to was numbered 9, utilize the block for question 10 to respond to the next question and continue on in this 

manner. 
  

Special Employment Consideration:  VA encourages persons with disabilities to apply, including those 
eligible for hiring under 5 CFR 213.3102(u), Schedule A,  [i.e., 
mental retardation (intellectual disabilities), severe physical disabilities, or psychiatric disabilities], and/or 

.  

KEY REQUIREMENTS 
 

 You must be a U.S. citizen to apply for this job.  
 Subject to a background/suitability investigation.  
 Designated and/or random drug testing may be required.  
 [time in grade requirement may be added]  

DUTIES: 

Functions in a multi-disciplinary capacity by performing a broad range of activities and assignments related 
to the overall operation of the Medical Care Cost Recovery (MCCR) Program, including voucher audit, 
billing activities, accounts receivable follow-up and analysis, reconciliation of accounts receivable, and 
payment analysis in accordance with Public Law 99/272, Means Test and Third Party billing.  Maintains 
accounting accounts receivable files for the MCCR appropriation through daily setups, increases, decreases, 
write offs, and other adjustments.  Reconciles accounts receivable monthly.  Processes daily deposits and 
MCCR related overpayments and other related duties as assigned. 

  

SALARY RANGE: $34,907.00 to $45,376.00 / Per Year

OPEN PERIOD: Monday, February 27, 2012 to Friday, March 02, 2012

SERIES & GRADE: GS-0503-06

POSITION INFORMATION: Intermittent - Term NTE 04/30/2012

DUTY LOCATIONS: 1 vacancy(s) - Fort Meade, SD United States 

WHO MAY BE CONSIDERED: Status Candidates (Merit Promotion and VEOA Eligibles)

http://www.blackhills.va.gov/

Appointment of persons with disabilities

Disabled veterans with a compensable service-connected disability of 30% or more



Work Schedule: Intermittent 
Position Description Title/PD#:  4224-0   
Relocation Expenses: Relocation expenses are not authorized for this position. 

QUALIFICATIONS REQUIRED: 

To qualify for this position, applicants must meet all requirements by the closing date of 
this announcement. 
  

Time-in-grade:  Applicants who are current Federal employees and have held a GS grade any 
time in the past 52 weeks must also meet time-in-grade requirements. 

Specialized Experience:  

GS-6:  One year specialized experience equivalent to at least GS-5 
  
Experience that equipped the applicant with the particular knowledge, skills, and abilities to perform
successfully the duties of the position, and that is typically in or related to the work of the position to be 
filled. 

  
OR 

Applicants may substitute education for the experience required for the GS-6 level.  

OR 

Applicants may also combine education and experience to qualify at the GS-6 level.  To 
calculate, first identify the percentage of required education you have earned (when 
substituting, you cannot use the first 60 semester hours that you earned).  Then identify the 
percentage of required experience you possess.  Add the two percentages.  The total 
percentage must equal at least 100 percent to qualify at the GS-6. For example, an applicant 
who has 9 semester hours of graduate level education (i.e. 50% of graduate education 
required) and 6 months of creditable specialized experience (i.e. 50% of the required 
experience) would equal 100% of the required experience for the position  

A transcript must be submitted with your application if you are basing all or part of your 
qualifications on education.  

You will be rated on the following Knowledge, Skills, Abilities and Other characteristics 
(KSAOs) based on your application for this position. 

1.  Ability to communicate courteously, clearly and concisely both orally and in writing with people from a 
wide variety of backgrounds with varying levels of understanding.  

2.  Ability to work independently and/or as a team member in pressure situations, setting priorities and 
meeting deadlines. 

3.  Knowledge of patient accounts, both 1st and 3rd party, review and assessment of payment denials, and 
follow up of patient accounts to resolution by application of laws and regulations as well as proper 
accounting/budget procedures. 

 4.  Knowledge of VISTA and knowledge of various computer software programs, including the ability to 
create spreadsheets used in preparing financial reports. 
  
If you are referred for consideration, you may be asked to submit additional job related 
information, which may include, but not limited to; responses to the knowledge, skills and 
abilities; completion of a work sample, and/or contact for an interview. 

IN DESCRIBING YOUR EXPERIENCE, PLEASE BE CLEAR AND SPECIFIC. WE WILL NOT 
MAKE ASSUMPTIONS REGARDING YOUR EXPERIENCE. If your resume/application does 
not support your questionnaire answers, we will not allow credit for your response(s). 

 

Education must be accredited by an accrediting institution recognized by the U.S. Department of Education 
in order for it to be credited towards qualifications (particularly positions with a positive education 
requirement.)  Therefore, applicants must report only attendance and/or degrees from schools accredited by 
accrediting institutions recognized by the U.S. Department of Education.  Applicants can verify 

accreditation at the following website:    All education 

claimed by applicants will be verified by the appointing agency accordingly.  

Veterans' Preference: When applying for Federal Jobs, eligible Veterans should claim 
preference on the Occupational Questionnaire in the section provided and provide a legible 
copy of your DD214(s) showing all dates of service as well as character of service (honorable, 
general, etc.).  Additionally, Veterans with service-connected disability of 10% or more must 

http://www.ed.gov/admins/finaid/accred/index.html



also submit a copy of their official statement from the Department of Veterans Affairs, or from 
a branch of the Armed Forces, certifying their service-connected disability and/or their receipt 
of compensation for service-connected disability. Veterans with service-connected disability of 
less than 10%, non-service-connected disability, and Purple Heart recipients, as well as those 
claiming derived preference for a spouse, widow or widower, or natural mother, should refer 
to and submit a completed SF-15, “Application for 10-Point Veteran Preference” and required 
documentation with your application materials.  For more information on Veterans' Preference, 
please visit . 

HOW YOU WILL BE EVALUATED: 

Your résumé and/or supporting documentation will be verified. Please follow all instructions 
carefully. Errors or omissions may affect your rating or consideration for employment. 

BENEFITS: 

VA offers a comprehensive benefits package.  This link provides is an overview of the benefits 
currently offered:    
 
VA supports the use of telework as a way to help attract and retain talented individuals in public service, 
increase worker productivity, and better prepare the agency to operate during emergencies.  This 
position may be authorized for telework.  Telework eligibility will be discussed during the interview 
process.  

OTHER INFORMATION: 

The Interagency Career Transition Assistance Plan (ICTAP) and Career Transition Assistance 
Plan (CTAP)  provides eligible displaced Federal competitive service employees with selection priority 
over other candidates for competitive service vacancies. To be qualified, you must submit appropriate 
documentation and be found well-qualified for this vacancy.  Information about CTAP and ICTAP 
eligibility is on OPM's Career Transition Resources website at 

 .  

This job opportunity announcement may be used to fill additional vacancies.  

HOW TO APPLY: 

To apply for this position, you must provide a complete Application Package (See “Required 
Documents” section below).  The complete Application Package must be submitted by 11:59 
PM (EST) on Friday, March 02, 2012. 
 
To begin the process, click the Apply Online button at the bottom of this screen to create an 
account or log in to your existing USAJOBS account. Be sure to upload the required documents 
before you submit your application.  Please ensure you click the Submit My Answers button 

http://www.fedshirevets.gov/job/vetpref/index.aspx

http://www4.va.gov/jobs/job_benefits/benefits.asp

http://www.opm.gov/rif/employee_guides/career_transition.asp

at the end of the process.  Mailed/emailed applications will not be accepted. 

Note: To change or update your application, simply reapply through My USAJOBS, before the 
closing date.  To check the status of your application, log into your USAJOBS account (

), select Application Status and click on the more information 
link under the application status for this position.   
 
If you cannot apply online: you will need to complete the Occupational Questionnaire (

) by submitting your answers on the 1203FX form (

) and faxing the completed form with all 
supporting documents to (478)757-3144. The 1203FX form will serve as a cover page for your 

https://my.usajobs.gov/Login.aspx

View Occupational Questionnaire

http://www.opm.gov/forms/pdf_fill/OPM1203fx.pdf

fax transmission. Keep a copy of your fax receipt in case verification is needed. 

  

To fax supporting documents you are unable to upload: Complete the following cover 
page  using 615191.  You must use this fax cover sheet 
in order for your documents to be matched with your online application. Fax your documents 

http://staffing.opm.gov/pdf/usascover.pdf

to (478)757-3144. Keep a copy of your fax receipt in case verification is needed. 

REQUIRED DOCUMENTS: 

The following documents are required: 

 Resume  



 Responses to the Occupational Questionnaire  

. Internal Applicants need not submit. External Applicants failure to 

submit will result in disqualification. 

 Other documents - use this  to make sure you have included other documents 
required for your application, such as a copy of your transcript (if using education to 
qualify), documentation to support Veterans Preference claims, or ICTAP/CTAP 
documentation (for displaced Federal employees).  You will not be contacted for additional 
information. 

AGENCY CONTACT INFO: 

WHAT TO EXPECT NEXT: 

After the vacancy announcement closes and a referral certificate is issued, an electronic 
notification letter - or e-mail - will be sent to applicants who provide an e-mail address.  
Otherwise, you will receive a notification letter via the U.S. Postal Service within 2 to 4 weeks. 

 

Control Number: 310369900 

  

Declaration of Federal Employment (OF306)

checklist

Close Print

Billie J. Thompson 

Phone: (605)745-2018 

Email: BILLIE.THOMPSON2@VA.GOV 

Agency Information: 

VHA Black Hills HCS 

113 Comanche Road 

Fort Meade, SD 

57741  



Accounts Receivable Assistant 

 
Vacancy ID: 615191   Announcement Number: BH-12-042-BT-615191    
 
Social Security Number 
 
 
Vacancy Identification Number 
 
Please include the Vacancy ID (615191) in the space provided 
1. Title of Job 
 
Accounts Receivable Assistant 
2. Biographic Data 
 
3. E-Mail Address 
 
 
4. Work Information 
 
5. Employment Availability 
 
6. Citizenship 
 
Are you a citizen of the United States? 
7. Background Information 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
8. Other Information 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
9. Languages 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
10. Lowest Grade 
 
 
06 
 
11. Miscellaneous Information 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
12. Special Knowledge 



 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
13. Test Location 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
14. Veteran Preference Claim 
 
15. Dates of Active Duty - Military Service 
 
16. Availability Date 
 
 
17. Service Computation Date 
 
 
18. Other Date Information 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
19. Job Preference 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
20. Occupational Specialties 
 
 
001 Accounts Receivable Technician 
 
21. Geographic Availability 
 
 
2216 Fort Meade, SD 
 
22. Transition Assistance Plan 
 
23. Job Related Experience 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
24. Personal Background Information 
 
If you are applying by the OPM Form 1203-FX, leave this section blank. 
 
25. Occupational/Assessment Questions: 

Please choose the answers below that best describe your employment and experience. 



Note: "Target grade" is the highest grade included in this announcement. Current 
federal employees: to determine if you are on an Excepted Service appointment, look 
at block 34 of your latest SF-50. 

1. If you are a permanent employee of the facility in which this vacancy is offered, 
choose one of the statements below. Otherwise, choose E. 

A. I have not held the target grade of this vacancy, or a grade higher than the target 
grade, on a permanent basis. AND I am currently in a career or career/conditional 
appointment. 
B. I have not held the target grade of this vacancy, or a grade higher than the target 
grade, on a permanent basis. AND I am currently in an Excepted Service 
appointment. 
C. I hold the target grade, or a higher grade than the target grade, on a permanent 
basis. 
D. I held the target grade of this vacancy, or a grade higher than the target grade, on 
a permanent basis, but I am currently in a lower grade. 
E. I am not a permanent employee of the facility where this vacancy is offered. 
 
2. If you are a permanent VA employee, choose one of the statements below. 
Otherwise, choose E. Note: If you are a facility employee, choose the same answer 
you gave to Question 1. 

A. I have not held the target grade of this vacancy, or a grade higher than the target 
grade, on a permanent basis. AND I am currently in a career or career/conditional 
appointment. 
B. I have not held the target grade of this vacancy, or a grade higher than the target 
grade, on a permanent basis. AND I am currently in an Excepted Service 
appointment. 
C. I hold the target grade, or a higher grade than the target grade, on a permanent 
basis. 
D. I held the target grade of this vacancy, or a grade higher than the target grade, on 
a permanent basis, but I am currently in a lower grade. 
E. I am not a permanent VA employee. 
 
3. If you currently are a permanent employee of another federal agency (NOT VA), 
choose one of the statements below. Otherwise, choose E.. 

A. I have not held the target grade of this vacancy, or a grade higher than the target 
grade, on a permanent basis. AND I am currently in a career or career/conditional 
appointment. 
B. I have not held the target grade of this vacancy, or a grade higher than the target 
grade, on a permanent basis. AND I am currently in an Excepted Service 
appointment. 
C. I hold the target grade of this vacancy, or a grade higher than the target grade, on 
a permanent basis,. 
D. I held the target grade of this vacancy, or a grade higher than the target grade, on 
a permanent basis, but I am currently in a lower grade. 



E. I am not a permanent federal employee. 

4. If you are a FORMER federal employee with reinstatement eligibility AND you are 
not a current federal employee, choose one of the statements below. To be eligible for 
reinstatement, you must have been served in a career appointment, or served in a 
career-conditional appointment within the past three years. The three-year limit does 
not apply if you have Veterans Preference. 

A. I have not held the target grade of the vacancy, or a grade higher than the target 
grade, on a permanent basis. 
B. I have held a position at the target grade or higher, on a permanent basis. 
C. Neither A or B apply to me. 
 
5. Are you a 30% OR MORE COMPENSABLY DISABLED VETERAN? To be eligible, you 
must have retired from active military service with a service-connected disability 
rating of 30% or more, OR have a rating by the Department of Veterans Affairs 
showing a compensable service-connected disability of 30% or more. 

A. Yes. 
B. No. 
 
6. Are you a VETERANS RECRUITMENT ACT (VRA) APPOINTMENT? (You can only 
choose this answer for vacancies announced at or below the GS-11 grade level or an 
equivalent grade.) To be eligible, you must have been separated under honorable 
conditions (this means an honorable or general discharge). Also, you must be: a 
disabled Veteran; OR a Veteran who served on active duty in the Armed Forces during 
a war, or in a campaign or expedition for which a campaign badge has been 
authorized (you must have received the campaign badge or medal); OR a Veteran 
who, while serving on active duty in the Armed Forces, participated in a United States 
military operation for which you received an Armed Forces Service Medal; OR a 
recently separated Veteran (separated within the past three years). 

A. Yes. 
B. No. 
 
7. Are you eligible for a VETERANS EMPLOYMENT OPPORTUNITY ACT (VEOA) 
APPOINTMENT? This means that you have Veteran Preference or you are a Veteran 
separated after substantially completing at least 3 years of continuous active duty 
service performed under honorable conditions (this means an honorable or general 
discharge). 

A. Yes. 
B. No. 
 
8. Are you eligible for some other NONCOMPETITIVE APPOINTMENT? This includes 
appointment based on an interchange agreement, severe disability, eligibility of some 
military spouses, or similar authorities. Please visit 
http://www.opm.gov/hr_practitioners/lawsregulations/appointingauthorities/index.asp 



to see information about interchange agreements and other noncompetitive 
appointments. MILITARY SPOUSES: please visit 
http://www.fedshirevets.gov/job/shams/index.aspx for more information about 
appointment eligibility. 

A. Yes. 
B. No. 

If you chose A, please tell us the type of appointment for which you are eligible (for 
example, military spouse eligible). 

9. VERIFICATION STATEMENT: Your rating is subject to verification based on the 
résumé, narratives and other relevant documents you submit, and through 
verification of references as appropriate. Deliberate attempts to falsify information are 
grounds for non-selection and for termination. In addition, falsifying information on 
your application can result in your being barred from federal employment. Please 
choose A to certify that your answers are accurate and complete. 

A. I certify that my answers are accurate and complete. 
B. I do not wish to certify. I understand that I will not be considered for this position. 

Select the appropriate answer to each of the following questions based on your 
background and experience that demonstrates your ability to perform the duties of 
this position.  When answering the questionnaire, remember that your experience and 
education are subject to verification by investigation.  You may be asked to provide 
specific examples or documentation of experience or education as proof to support 
your answers, or you may be required to verify a response by a practical 
demonstration of your claimed ability to perform a task. 
 
NOTE: Evidence of experience, must be supported by detailed documentation of 
duties performed in positions held. Please provide such documentation on your 
application or resume. Also please provide work experience information such as 
hours per week and starting/ending dates of employment (month and year 
format) to establish one (1) full year of experience. The requirement for this 
proof is specified in the “How to Apply” section of this announcement.  

1. Do you possess at least one (1) year of specialized experience equivalent to the 
GS-4 in the Federal service? SPECIALIZED EXPERIENCE: Experience that equipped the 
applicant with the particular knowledge, skills, and abilities (KSA's) to perform 
successfully the duties of the position, and that is typically in or related to the position 
to be filled. To be creditable, specialized experience must have been equivalent to at 
least the next lower grade level. Examples of specialized experience may include: 
answering, determining the best course of action, and redirecting customer service 
inquiries regarding accounts receivable, means and co-payment testing, eligibility and 
health insurance-related issues; identifying, tracking and facilitating billing; tracking 
bills, payments and correspondence; applying credit to 1st party co-payments and 
following 3rd party accounts; researching, gathering, analyzing, verifying and tracking 
data from various sources related to accounts receivable, collection procedures, 



insurance billing, claims and verification and correctly inputs data in the appropriate 
computerized programs; preparing various types of correspondence; and preparing 
reports. 

A. Yes 
B. No 
 
2. Have you successfully completed 4 years of education above the high school level 
in any field for which high school graduation or the equivalent is the normal 
prerequisite? This education must have been obtained in an accredited business, 
secretarial or technical school, junior college, college or university. One year of full-
time academic study is defined as 30 semester hours, 45 quarter hours, or the 
equivalent in a college or university. (TRANSCRIPT REQUIRED) 

A. Yes 
B. No 
 
3. Do you possess equivalent combinations of successfully completed post-high school 
education and experience to meet total experience requirements at the GS-5 level? 
(TRANSCRIPT REQUIRED) 

A. Yes 
B. No 
 
The following statements pertain to your KNOWLEDGE OF ACCOUNTS 
RECEIVABLE/COLLECTION PROCEDURES, INSURANCE BILLING, CLAIMS AND 
VERIFICATION. 

For each task in the following group, choose the statement from the list below that 
best describes your experience and/or training. Darken the oval corresponding to that 
statement in Section 25 of the Qualifications and Availability Form C. Please select 
only one letter for each item. 

A- I have not had education, training or experience in performing this task. 
B- I have had education or training in performing the task, but have not yet 
performed it on the job. 
C- I have performed this task on the job. My work on this task was monitored closely 
by a supervisor or senior employee to ensure compliance with proper procedures. 
D- I have performed this task as a regular part of a job. I have performed it 
independently and normally without review by a supervisor or senior employee. 
E- I am considered an expert in performing this task. I have supervised performance 
of this task or I am normally the person who is consulted by other workers to assist 
them in doing this task because of my expertise. 
 
4. Processes health insurance explanation of benefits (EOB) forms to determine 
correct payment. 

5. Applies credit to 1st party co-payments. 



6. Follows 3rd party accounts until account can be closed. 

7. Contacts patients and 3rd party health insurance carriers to identify, track and 
facilitate billing. 

The following statements pertain to your ABILITY TO EFFECTIVELY AND 
PERSUASIVELY USE GOOD INTERPERSONAL SKILLS IN COMMUNICATING BOTH 
ORALLY AND IN WRITING WITH PEOPLE FROM A VARIETY OF BACKGROUNDS. 

8. Communicates with insurance carriers to ascertain all benefits the patient/policy 
holder is entitled to. 

9. Provides patient education and assistance concerning the Accounts Payable 
Program. 

10. Analyzes, interprets and insures timely input of all information gathered during 
conversations with insurance carrier representatives. 

The following statements pertain to your ABILITY TO COLLECT, COMPILE, ORGANIZE, 
RESEARCH AND TRACK DATA AND PROGRAM INFORMATION. 

11. Gathers, organizes and verifies statistical data. 

12. Prepares reports from statistical data. 

13. Documents and responds to requests for information. 

The following statements pertain to your ABILITY TO USE COMPUTER PROGRAMS 
SUCH AS WORD PROCESSING AND SPREADSHEETS. 

14. Prepares letters to patients, insurance carriers and other entities. 

15. Tracks bills, payments, and correspondence in spreadsheet. 

16. Inputs information into the computer databases. 
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