Job Title:  Accounts Payable Clerk

Summary:  Responsible for paying all invoices approved by management.

Essential Dutiies:  Sorts invoices.  Separates into Company 1 or Company 2.  Codes all invoices.  Places invoices into open file.

Checks invoices for correct general ledger period, correct general account, and correct invoice to statement comparison.  Checks invoice with purchase journal, and checks purchase journal for correct pay date and general ledger period.

Enters invoices into computer system, marking invoice with entered symbol "E".  Files into "entered" file.

Prints checks and ascertains checks are correct.  Gives checks to General Manager for signing.  Prepares checks for mailing, using vendor statement and envelope when available.  Gives envelopes to General Manager for control mailing accounts payable.

Marginal Duties:  Files check copies numerically.  Files invoices in "paid" files.  Files accounts payable reports.

Properly stores reports for previous years.

Communicates with General Manager regarding review of monthly invoices, and informs General Manager of any forthcoming discounts.  Performs other projects as directed by General Manager.

Produces Quick Checks as needed for refunds, debiting correct account and store.

General Requirements:  High school diploma or GED required.

One year clerical experience.

Good math aptitude helpful.

PC skills helpful.

Knowledge of industry.

