
 

 

Careers 
Payment Analyst I  
Department: Alternative Payment Program - Fiscal Unit  

Location: Bonita 

 

Basic Function: The Payment Analyst position analyzes and processes provider claims based on the 

California Early Education and Support Division guidelines and CDA policies and procedures. 

Minimum Qualification: Must have two years of strong detail-oriented experience in which prioritization 

and organizational skills were effectively demonstrated; successful in analyzing and calculating data, such 

as for claims/invoices; accurate interpretation of  policies and procedures; strong proficiency in data entry 

and math reasoning. Team oriented individual with experience meeting tight deadlines in a fast paced 

environment. Accounts payable and basic knowledge of accounting principles, and bilingual 

English/Spanish preferred.   

This position is contingent upon a successful background clearance.   

Essential Duties and Responsibilities:  

1. Analyze and evaluate child care provider invoices per State guidelines and CDA policies and 

procedures. 

2. Calculate and enter data from attendance records. 

3. Scan images of claims. 

4. Ensure prompt and accurate payments.  

5. Process and review invoice adjustments. 

6. Verify attendance record information with child care providers when necessary. 

7. Participate in the review of payments per State guidelines and CDA policies and procedures. 

8. Print and verify information on documents and reports. 

9. Provide support and exceptional customer service to providers with payment inquiries. 

10. Develop and maintain knowledge and clear understanding of State guidelines and CDA policies and 

procedures. 

 

Essential Skills: Communicate effectively and relate positively with providers, parents, and staff 

representing diverse cultures and backgrounds. Excellent communication and interpersonal skills in 

person, via telephone and online. Must be mindful of interactions with staff and clients of varying 

educational and socioeconomic backgrounds. Able to consistently follow procedures and requirements 

according to guidelines. Ability to work effectively as part of a team and individually to implement overall 

program policies. Must be able to use office equipment such as the copier machine, fax machine, printer, 

and scanner. 

Work Schedule: Full-time, Monday—Friday, 40 hours per week, 8:30 AM to 5:00 PM 

Salary: $18.52 per hour; Non-Exempt 

Benefits: Paid Holidays, Eligible for Medical, Dental, Vision; Sick and Vacation; Long Term Disability; Life 

Insurance; Retirement Plan and Profit Sharing Plan. 

Apply Today! 
Visit: 

cdasd.org/careers 

https://cdasd.org/careers/apply/

