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Job Title: ACCOUNTS PAYABLE CLERK  
   
SUMMARY 

Under direct supervision, performs clerical duties involved to process payables and 

provides general accounting support. 
 

ESSENTIAL FUNCTIONS 
 Reviews and process vendor invoices for payment following specific guidelines and 

policies for the different types of accounts. 

 Reviews, researches and resolves past due statements and old invoices with a sense of 

urgency and tenacity. 

 Plays an active role in a category team with Purchasing and Finance to promote 

vendor relations as well as accurate general ledger account coding. 

 Enters batched vendor invoices into JD Edwards for payment. 

 Scans images of invoices for departmental records and permanent storage. 

 Provides excellent customer service to internal as well as external customers. 

 Responsible for opening and disbursing department mail. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations. 

 This job description reflects management's assignment of essential functions; it does 

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISORY RESPONSIBILITIES 

N/A 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill, and ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

MINIMUM QUALIFICATIONS 
 High school diploma or State-issued equivalency certificate plus 1 year of clerical or 

administrative office experience. 

 Required to pass a Credit Check. 

 Computer skill requirements include: basic MS Word, MS Excel and Outlook. 

 Experience reading and comprehending simple instructions, correspondence, and 

memos.  Experience writing simple correspondence and procedures. 

 Skilled in adding, subtracting, multiplying and dividing in all units of measure, using 

whole numbers, common fractions, and decimals.   
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PREFERRED QUALIFICATIONS 
 High school diploma or State-issued equivalency certificate plus 2 years Accounts 

Payable experience. 

 Experience with JD Edwards. 

 Experience with MS Excel at a basic level. 

 Experience effectively presenting information and responding to questions in one-on-

one and small group situations. 

 Skilled in 10-key by touch. 

 Applies common sense to carry out instructions furnished in written, oral, or diagram 

form.  Experience dealing with problems involving several concrete variables in 

standardized situations. 

 Ability to work under pressure, meet aggressive deadlines and make sound decisions. 

 Ability to use discretion when dealing with confidential information. 

 Good organizational skills. 

 

PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

 While performing the duties of this job, the employee is frequently required to sit; use 

hands to finger, handle, or feel; talk or hear.  The employee is occasionally required 

to stand; walk; reach with hands and arms.  Specific vision requirements include close 

vision. 

 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

 The noise level in the work environment is usually moderate. 

 

 

 

 


