
POSITION: Health Information Coordinator (Accounting Clerk Supervisor V) 
DEPARTMENT: Macon County Public Health 
Position Number: 51100081 
Grade:  23 
Starting Salary:  $33,268.04 
Posted:  March 6, 2024 
Closing Date: March 21, 2024 

GENERAL DEFINITION OF WORK 

The primary purpose of this position is coordination of the Consumer Billing Section of the department, 
serving as the Administrator of Health Information Systems utilized by the Department as well as 
insurance provider websites. Health Information Coordinators verify code, balance, maintain and report 
on the manual and automated records relating to fiscal or business data. Tasks are similar to the Office 
Assistant and may require the use of office equipment to accomplish the Records work. Work usually 
involves maintaining single entry journals or records.  

EDUCATION AND EXPERIENCE 

Knowledge, Skills, and Abilities 

• Substantive knowledge of office or work unit procedures, methods and practices.
• Substantive knowledge of and ability to use correct grammar, vocabulary, spelling and office terminology

to compose and/or proofread correspondence, reports and materials.
• Substantive knowledge of accounting procedures, applicable mathematics and their application in the work 

environment. Skill in communicating effectively both orally and in writing.
• Considerable ability to record, compile, summarize and analyze data.
• Considerable ability to review and process information to determine conclusions, actions or compliance

with applicable lasws, rules or regulations.
• Considerable ability to analyze work situations and interpret program content in making decisions and

explaining policies, regulations and programs.
• Considerable ability to exercise judgment, discretion and negoiation skills in problems situation.
• Ability to learn, interpret and explain policies, regulations and programs.
• Ability to independently respond to inquiries and coordinate a variety or resources in acquiring and

disseminating information.
• May require ability to train and manage a group of employees.

Minimum Training and Experience Requirements 

Graduation from high school and demonstrated possession of knowledge, skills and abilities gained through at least 
three years of office assistant/secretarial experience; or completion of a two-year secretarial science or business 
administration progrm with one year of responsible experience as described above; or an equivalent combination 
of training and experience. 

SPECIAL REQUIREMENTS 

• A valid driver’s license


