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Job Title:  Finance Coordinator 

Department:  Campus Wellness 

Reports To:  Finance Manager 

Jobs Reporting: None 

Salary Grade: USG 6 

Effective Date: May 2022 

 

Primary Purpose 

The Campus Wellness Administration team serves the University of Waterloo community by supporting all 
units within Campus Wellness (Health Services, Counselling Services and Health Promotion) with 
effective, efficient, collaborative, and client-focused administrative service. 
 
The Finance Coordinator is accountable to the Finance Manager to ensure the effective and efficient day-
to-day financial operations of all Campus Wellness venues. This individual is accountable for all financial 
matters related to Campus Wellness.  
 

Key Accountabilities 
 

 Clinical accounting 

• Process monthly OHIP remittances ($80-$100K/month), adhering to requirements for relevant 
regulatory bodies; 

• Investigate and respond to Ministry of Health directives and changes as they affect billing/rejections; 

• Submit daily invoicing to OHIP for physician services provided;  

• Reconcile OHIP billing with electronic health records (EHR) system; 

• Review and correct all OHIP and non-OHIP errors and refusals for resubmission, review physician 
and nurse practitioner billing on a daily basis, following up with providers as needed; 

• Manage physicians’ remuneration systems, including fee-for-service billings and direct payments to 
physicians from clients; 

• Directly bill and reconcile payments for non-OHIP billing/third party organizations for immunizations, 
birth control; 

• Process Health Services Lab and immunization billings for all UHIP students and their families, 
ensuring submission to SunLife within deadlines; 

• Support independent contractors in maximizing their billing by acting as a resource for diagnostic 
and billing codes; 

• Ensure accuracy of all financial transactions, providing training to staff and independent contractors 
as needed on Electronic Health Record (EHR) system, Accuro; deliver standardized and ad hoc 
reporting to Independent Contractors; 

• Ensure detailed, consistent documentation in EHR regarding changes in payment status, insurance, 
Campus Wellness decisions related to payment arrangements; 

• Extract data from the EHR and related systems to deliver standardized and ad hoc reporting to the 
members of Senior Management Team. 

Accounts receivable 
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• Manage the accounts receivable process for all incoming payments related to all areas of Campus 
Wellness, including weekly deposits, monthly reconciliations, OHIP billings and reconciliations, third 
party billing; 

• Receive and apply payments in Electronic Health Record (EHR) from clients for a range of health-
care related services (ex. forms and documents, verification of illness forms, pre-payment for 
services, non-insured immunizations, etc.), via variety of payment methods (ex. cash, credit, point-
of-sale terminals etc.); 

• Prepare reports related to medical inventory of immunizations and birth control; directly bill SunLife 
via Unit4; follow up on payments as required. 

• Ensure privacy and confidentiality of electronic communication with clinicians and clients via secure 
means within the EHR (Healthmail); 

• Balance all transactions at end of day and between staff changes according to financial best 
practice guidelines; 

• Review and follow up with aged accounts / outstanding payments – negotiating payment, 
withholding student marks according to established guidelines; 

• Manage petty cash, reimbursements and reconciliations. 

 Accounts Payable 

• Administer all outgoing payments related to all areas of Campus Wellness;  

• Match supplier invoices to packing slips, where required (ex. immunizations, birth control); 

• Accurately code incoming invoices and ensure they are submitted to AP for processing in Unit4;  

• Reconcile statements of accounts from suppliers. 

Related administrative responsibilities 

• Coordinate the documentation and review of day-to-day financial processes and procedures; make 
recommendations for improvement; 

• Serve as the central liaison for complex cases when students require care within University of 
Waterloo and/or in-patient care (GRH), collaborating with Campus Wellness clinical staff members 
(ex. Director, Health Services, Clinical Case Manager, Mental Health Nurse) to ensure proper 
coverage is available or seeking other methods for payment; 

• Collaboration with Campus Wellness colleagues to troubleshoot difficult/challenging situations with 
students/clients on regular basis; 

• Process and maintain all WSIB claims coming into Campus Wellness; collaborate with the Health 
and Safety Office and Occupational Nurse; 

 
*All employees of University of Waterloo are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• Health / business administration degree, certificate or diploma, or equivalent experience 

Experience 

• 3+ years of accounting/business experience in healthcare setting (preferably in post-secondary) 

Knowledge/Skills/Abilities 

• Comprehensive understanding of the health records system and the health care environment in a 
clinical setting: e.g. OHIP codes UHIP codes, Ministry of Health regulations 

• Extensive knowledge of multiple insurances companies and their software platforms 
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• Excel – extensive knowledge 

• Electronic health records system (Accuro preferred) – extensive knowledge, understanding of 
procedure and diagnostic codes and their inter-relationship 

• Working knowledge of financial services system (Unit 4 preferred), SharePoint, MS Word, 
PowerPoint, MS Teams 

• Demonstrated ability to prioritize and manage high-volume assignments accurately and efficiently 
with keen attention to detail 

• Strong interpersonal skills to communicate with all administrative and clinical staff in Campus 
Wellness  

• Attention to detail and the ability to perform in a fast-paced and varied environment  

• Ability to manage difficult people  

• Ability to make time sensitive judgement calls  

 
Nature and Scope  
• Contacts: Works in close collaboration with members of Wellness Operations Team; Clinical staff 

(e.g. mental health clinicians, physicians, psychiatrists); Financial Services, Student Care. Contacts 
external to Campus Wellness include: Safety Office, University of Waterloo Finance Contacts external 
to University of Waterloo include: non-OHIP/third party billing organizations, Ministry of Health, Ontario 
Medical Association 

• Level of Responsibility: Must apply knowledge of University policies/procedures and 
business/accounting processes while ensuring all financial activities are conducted in a manner 
satisfactory to all relevant regulatory bodies (e.g. Ministry of Health, Ontario Medical Association); 
Resolve financial discrepancies with external and internal parties; address compliance and procedural 
issues  

• Decision-Making Authority: Finance Coordinators, in collaboration with the Finance Manager, have 
final decision-making authority for all items outlined above.  

• Physical and Sensory Demands: Possibility for multiple interruptions and competing priorities on 
daily basis. Requires extended periods of sitting and concentrated use of visual senses, primarily on 
screen.  

• Working Environment: Risk of exposure includes: airborne and contact-based illnesses; risk of 
exposure to occasional challenging and complex situations, including sensitive client/staff interactions 
typical of a frontline staff position. Located indoors in a comfortable, fast-paced office environment 
populated by clinical, administrative staff, as well as clients (University of Waterloo students, staff, 
faculty, and student family members). There may be unusual hours or schedules, multiple and/or tight 
deadlines beyond one’s control and frequent interruptions (e.g. phone calls, e-mails, unplanned but 
urgent support requests, varying student volumes at different times of year). At times, Campus 
Wellness hours of operation can include from 8:00 a.m. to 8:00 p.m. Position requires flexibility to 
occasionally shift working hours to include evenings. 


