
Accounts Payable Specialist

Reports to: Staff Accountant/AP Supervisor Department: Accounting Dept
Date: 10/7/09

Job Function: Under direct supervision, performs accounting and clerical tasks related
to the efficient maintenance and processing of accounts payable transactions

Duties and Responsibilities:

1. Prioritizes daily workflow in the Accounts Payable Department.

2. Answers vendor calls and advises vendors on the status of payment as well as
assisting in ensuring all required paperwork has been received.

3. Sorts all mail (invoices, packing slips and statements).

4. Codes invoices (job & vendor number; highlight invoice number, amount, and
date)

5. Matches invoices to packing slips (sorts by Project Manager & job) and forwards
to Project Managers or Controller for approval.

6. Enters approved invoices, draws, special check requests and expense reports.

7. Reviews invoices for sales tax accuracy.

8. Matches checks with invoices, runs lien waivers and reports as needed.

9. Mails out all checks except final payments.

10. Faxes final check copies along with final waivers to vendor.

11. Mails final checks once final lien waivers are received.

12. Reconciles accounts and commitments for Project Managers and vendors.

13. Assists in special projects for Project Managers or Accounting Dept. involving
invoices.

14. Assists A/P Supervisor in reviewing and posting invoice batches.

15. Enters Purchase Orders, Sub-Contracts and Change Orders into Timberline
system.

16. Verifies purchase order totals and sales tax prior to entering in Timberline.

17. Responsible for training others on A/P procedures.

18. Prepares cost studies for project managers to verify final contract amounts and
release retention.

19. Sets up new vendors as commitments are written and as otherwise needed.

20. Other duties as assigned.



Education: High School diploma or equivalent.

Preferred
Education: Associates Degree.

Minimum Prior Accounts Payable experience. Knowledge of Microsoft
Experience: Office, Timberline and Access.

Preferred Prior Accounts Payable experience. Efficient with Microsoft
Experience: Office, Timberline and Access.

Attributes: Organizational Skills Attention to Detail
Communication Skills Thorough
Dependable Time Management
Flexibility Attentive listener
Consistent Adaptability

Administrative Ability to follow policy and procedures.
Skills: Ability to communicate effectively with all levels.

Strong organizational skills.

Machine Skills: Computer, calculator, telephone, copier, fax.

Working
Conditions: Physical effort (up to 40 pounds), typing 50 words per minute.

Physical Demands: Sitting, standing, walking, lifting, carrying, reaching, fingering,
handling, hand/eye/foot coordination, repetitive motions, talking,
hearing.

Physical Strength: Sedentary work. Occasional lifting/carrying up to 40 pounds.

Vision
Requirement: Ability to adjust vision to bring objects into focus.

Math: Ability to perform mathematical equations including simple
addition, subtraction, division, multiplication and simple
percentages.

Communicate: Ability to represent the organization in a professional and positive
manner.

Contacts: Exchange information with employees, co-worker, subcontractors
and vendors.


