Zachary Community School Board

Position Description

JOB TITLE:  Accounts Payable Clerk 
REPORTS TO:  Business Manager
SCOPE OF RESPONSIBILITIES:

Provides primary responsibility for all phases of accounts payable processing including, vendor file maintenance, invoice and payment requisition processing, check issuance and remittance, and accounts payable records management.  Maintains property management records, and performs purchase order and encumbrance control and various other tasks relating to Accounting Division functions. Provides effective communication regarding accounts payable issues with vendors and staff.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Ability to coordinate and complete entire accounts payable process within strict designated daily and monthly deadlines by working effectively with multiple individuals in a highly tactful yet precise and professional manner. 

· Ability to exercise judgment in evaluating completeness and accuracy of invoices submitted for payment. This ability would include discrepancy identification, determination and implementation of corrective action to resolve errors of self and others involving invoice coding, encumbrance designation, and application of payment descriptions and categories. 

· Ability to accurately and quickly input data into a computer and detect and correct data entry errors at time of data entry.  

· Ability to understand and apply basic accounting principals relating to accounts payable including payment reconciliation, account code structure, internal control, and purchase order and encumbrance accounting. 

· Accurately apply mathematical principles to calculate appropriate taxes, prepare monthly reports, and reconcile monthly account statements with invoices received.  

· Ability to organize and prioritize work using knowledge of current office technology and business methods, personal computer and mainframe applications. 
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WORK ENVIRONMENT/WORK HOURS:

Individual is required to work in an office setting with a climate-controlled environment subject to School Board energy policy guidelines.  The length of the workday consists of hours assigned by the superintendent and could vary as the result of day/evening activities or emergencies.  In addition, job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the work site. 
COMMUNICATION SKILLS:
· Must be able to effectively communicate in English both orally and in writing.  
· Must be able to accurately compile and interpret data, summarize information, and provide reports to the appropriate supervisor.  
· Must have ability to accurately give and receive information via telecommunication system and must be able to communicate successfully with employees, retirees, school personnel, all levels of supervision/administration and outside agencies.
EQUIPMENT USED:

Telephone, computer, 10 key adding machine by touch, audio-visual aids, copy machine, facsimile machine, calculator, any other appropriate business machines and office equipment.
PHYSICAL INVOLVEMENT:
· Standing, sitting, walking, reaching, bending, lifting up to 20 pounds is oftentimes required.  
· Must be able to travel to various locations and move freely within work sites.  
· Must have sufficient visual acuity to be able to work with computer monitors, read an interpret hand written documents.

MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.   
· Must be able to work independently with minimal supervision; able to plan and schedule work requirements to meet strict deadlines.  
· Must be able to utilize effective office techniques for filing and processing data. 

· Must possess sufficient interpersonal skills to function compatibly with others.
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HUMAN RELATIONS INVOLVEMENT:
· Must have the ability to work under the pressure of deadlines, interruptions, and the ability to deal with other employees in such a way as to maintain their goodwill.  
· Must be able to respond appropriately to supervision and accept commendations and recommendations.  
· Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.

MINIMUM QUALIFICATIONS:
Graduation from high school with at least two years of secretarial or bookkeeping experience.  Must have the ability to perform routine mathematical operations and follow precise instructions.  Must be able to exercise judgment in making decisions in accordance with policies and practices of the School Board.  Must exhibit a positive attitude when dealing with internal and external customers.
TERMS OF EMPLOYMENT:
12 month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 

   the position.  It is not intended to be a comprehensive listing of all duties and 

   responsibilities.  The Zachary Community School Board reserves the right to 

   change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

