
    

Greene County Human Resources Department - Job Announcement 
Mental Health Claims Processor 

$15.96 hourly 
 

This is a full time provisional appointment. Permanent appointment is contingent upon Civil Service 
examination. This is an important clerical position involving responsibility for assisting with and 
maintaining client records and accounts within the Mental Health Department. The incumbent is 
responsible for bank deposits; billing Medicare, Medicaid and third party health insurance, vouchering 
of invoices and maintaining general ledger, as well as maintaining client, provider and clinician 
records. The duties are performed under the general supervision of the Mental Health Fiscal Officer 
with some leeway allowed for the use of independent judgment in dealing with clients and providers 
following established agency policy. Supervision will be exercised over subordinate clerical positions. 
Does related work as required. 
 
MINIMUM QUALIFICATIONS 
 
A. Associate’s Degree in Accounting, Business or a closely related field and two (2) years of 
experience in the maintenance and processing of insurance claims and financial accounts, which 
must include one (1) year of supervisory experience;  
 

OR 
 
B. Graduation from high school or possession of a high school equivalency diploma and four (4) 
years of experience in the maintenance and processing of insurance claims and financial accounts, 
which must include one (1) year of supervisory experience;  
 

OR 
 
C. An equivalent of training and experience as defined by the limits of A & B above. 
 
  
NOTE: Experience working with electronic claims submission and remittance is beneficial but not a 
requirement for this position. 
 
 
SPECIAL REQUIREMENT:  Possession of a valid New York State driver license is required at the 
time of appointment, which must be maintained throughout employment. 
 
Qualified candidates should submit an employment application to the Greene County Human 
Resources Department, 411 Main Street, Catskill, NY or hr@discovergreene.com no later than 
December 21, 2016 – deadline extended to no later than January 4, 2017. 
 
NOTE:  Applicants or eligibles for original appointment to positions in the classified service in Greene 
County Government that receive a conditional offer of employment must successfully pass a drug 
screen and back ground check. 
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