
MANAGER – REIMBURSEMENT (SOCIAL SERVICES) 
 
 
DISTINGUISHING FEATURES OF THE CLASS: Under general supervision and located in 
the Department of Social Services, the incumbent of this class participates as part of the 
leadership team managing the department’s Finance division, responsible for supervising 
and coordinating the revenue accounting activities of the Reimbursement Unit, the primary 
focus of which is the projection and analysis of Federal and State aid calculation rates and 
the analysis of programmatic data with a view towards optimizing revenues derived from 
this aid, as well as in forecasting revenues for budget preparation and strategic operational 
planning purposes. Responsibilities involve participating with and supervising a team of 
both professional and technical support staff in performing complex reimbursement 
analyses, financial modeling and forecasting based on complex automated system 
reporting mechanisms from the Welfare Management System and internal programming 
reports to determine if mandated reimbursement metrics have been achieved. Wide latitude 
is given for independent decision making authority in collaborating with managers of 
multiple related units engaged in federal and state claiming functions, such as Program 
Refunds and Recoveries, Trust Accounting, and annual budgeting to optimize federal and 
state aid reimbursement opportunities available to the department and for long-range 
operational reporting and planning if estimated revenues fall short. In addition to keeping 
abreast of trends in the field, the incumbent is also responsible for integrating and updating 
automated reimbursement reporting systems in collaboration with the Department of 
Information Technology and third party vendors, as well as ensuring the consistent 
application of complex reimbursement methodologies, formulas and calculations in the 
analyses of Federal and New York State reimbursement aid rates and calculations. This 
position serves as backup to the Manager-Fiscal Operations supervising the Expense Unit 
of the division, as needed. Supervision is exercised over a substantial number of 
professional, technical and administrative support staff. Does related work as required. 
 
EXAMPLES OF WORK:  (Illustrative Only)   
  
Manages revenue accounting activities within Department of Social Services by ensuring 
consistent application of reimbursement methodologies, formulas and calculations of both 
federal and NYS reimbursement aid rates, and through collaboration with other division 
managers engaged in federal and state claiming functions;  
 
Interprets federal and state laws, regulations, and directives regarding multiple 
departmental fiscal program requirements relating to reimbursement and in collaborating 
with other units engaged reimbursement and claims recovery functions; 
 
Develops, directs, and implements policies and procedures for gathering, analyzing, 
applying, submitting, and reporting on all claiming and reimbursement activities as well as 
program recoveries and draw-downs from such revenue;   
 
Uses complex automated financial reporting mechanisms, including third party software, in 
directing and participating in the application of reimbursement methodologies and formulas 
in conjunction with extensive claims and programmatic data to generate comprehensive 
operating revenue reports as well as forecasting reports; 
 
Keeps abreast of trends in the field and advanced automated reporting mechanisms in 
relation to the interfacing of reimbursement data, claims and reporting functions; works in 
collaboration with the Department of Information Technology and third party software 
vendors to ensure that new data elements are integrated into reporting mechanisms; 
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EXAMPLES OF WORK: (Illustrative Only) (Continued) 
 
Calculates, reviews, and monitors reimbursement methodology payment rates; through 
subordinates staff and regular meetings, advises staff on how variance in calculations 
and/or rates of reimbursement impact their areas of revenue accounting operations;  
 
Directs and participates in the ongoing development and maintenance of database 
management systems by directing and ensuring the compilation of historical departmental 
expenditure and revenue data relative to reimbursement monies recovered and the 
integration thereof;  
 
Manages the preparation of monthly, quarterly and year-end reimbursement forecasts as 
well as other program refund/recovery and related reports; works with other managers 
engaged in federal and state claiming functions to ensure a consistent approach to 
forecasting and reporting; 
  
Participates with departmental executive staff in the development, preparation, submission 
and monitoring of the annual departmental operating budget as it pertains to reimbursement 
and revenues;   
 
Provides technical counsel to executive staff on the impact of potential shortfalls in 
anticipated revenue recovery monies to assist in operational long-range planning; 
  
Develops, directs, and manages the application of reimbursement formulas for the 
calculation of federal and state shares in the funding of the Department of Social Services 
programs;   
 
Reviews and interprets state and federal regulations and guidance regarding 
reimbursement rates on an ongoing basis and updates the reimbursement database to 
determine Westchester County's costs in the administration of Social Services Programs;   
 
Develops systems to monitor the processing and tracking of federal and state 
reimbursement and settlement monies to ensure the appropriate recording of information 
for reconciliation purposes; ensures the ongoing maintenance of same; 
 
Formulates and implements changes in internal reimbursement procedures to achieve 
higher departmental reimbursement rates and to enhance financial reporting data for 
managerial use;  
 
Serves as backup to the Manager-Fiscal Operations over the Expense Unit, as needed; 
  
Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, email and database software in performing work assignments; 
 
Attends meeting, conferences and seminars as required.   
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of the policies, rules, regulations, procedures, methods and practices of federal 
and state reimbursement calculation rates for a Division IV Social Services Agency in NYS; 
thorough knowledge of the financial and statistical reporting requirements of federal and 
state reimbursement agencies; thorough knowledge of the principles and practices of cost 
accounting as it applies to the financial management of a human services agency; good 
knowledge of departmental accounting and billing procedures; familiarity with the 
techniques of automated processing systems and databases to plan, organize, direct and 
evaluate all financial reimbursement program components in a manner consistent with the 
management objectives of the department; ability to direct and coordinate the development 
and implementation of automated statistical and cost reporting systems in a manner 
consistent with mandated governmental reimbursement agency requirements; ability to 
identify, gather and compile pertinent information used to prepare detailed financial, 
statistical and narrative reports; ability to perform analytical reviews of rates, adjustments 
and complex directives in order to ascertain their implications for departmental operations, 
and recommend appropriate action; ability to support all recommendations effectively both 
orally and in writing; ability to plan, coordinate, evaluate and supervise the work of others; 
ability to use computer applications and other automated systems such as word processing, 
calendar, email and database software; ability to read, write, speak, understand, and 
communicate in English sufficiently to perform the essential duties of the position; sound 
professional judgment; initiative; creativity; physical condition commensurate with the 
requirements of the position.    
  
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Bachelor's degree* and seven  
years of fiscal experience working with state and federal program regulations, 
reimbursement methodologies, cost accounting systems or performing complex statistical 
accounting, three years of which must have been in a supervisory capacity.  
 
SUBSTITUTION: Satisfactory completion of 30 credits* towards a Master's degree* in 
finance, accounting or public administration may be substituted on a year for year basis for 
up to two years of the above stated experience.   
  
*SPECIAL NOTE:  Education beyond the secondary level must be from an institution 
recognized or accredited by the Board of Regents of the New York State Department of 
Education as a post-secondary, degree-granting institution.    
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