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Position: Accounts Payable/Receivable Clerk
Last Revised: 04/30/2025

Major Areas of Accountability and Essential Job Duties:
1. Compare received statements, invoices, receipts, and bills to services provided.
Communicate any discrepancies to the necessary parties. Maintain up-to-date and accurate
filing system for collected paperwork

2. Ensure outgoing payments are issued accurately and in a timely manner.

3. Examine and interpret accounting records to prepare tax statements and evaluate statements
prepared by others.

4. Classify and record data to keep accurate and confidential financial records.

5. Remain knowledgeable about pertinent federal/state/local laws and regulations to ensure
accurate data-keeping in the computerized accounting system.

6. Remain at reception area to complete receptionist duties including greeting
customers/vendors, answering telephone and transferring calls and messages, and
maintaining a pleasant and professional environment for waiting guests to the office.

Minimum Qualifications:

Education/ Training: Graduation from high school or equivalent, possessing a diploma or GED
certificate and two (2) years of relevant work experience required.

Communication: Ability to communicate clearly and effectively with management, vendors, and
customers.

Accounting Knowledge: Basic knowledge of accounting regarding processing incoming and outgoing
payments and invoices and ability to keep accurate records.

Reasoning Skills: Ability to use context clues and background information to distribute invoices for
approval to the appropriate parties when not clearly marked.

Critical Thinking Skills: Ability to identify and resolve invoice or payment related discrepancies.

Computer Skills: Microsoft Office experience (Word, Excel, Outlook) and e-mail (Gmail) experience
required. Experience using ComputerEase or Viewpoint Spectrum preferred.

Certificates, Licenses, Registrations: None required.
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Physical Demands:

While performing the duties of the job, the employee is frequently required to sit at a desk
for extended periods, use hands and fingers to operate computers, calculators, type, and
write. The employee is also required to walk occasionally. The employee will be able to lift
and/or move up to 10 pounds occasionally. The employee will be able to operate telephones
and understand verbal communication through phones. Specific vision requirements include
close vision, distance vision, depth perception, and the ability to adjust focus.

Work Environment:
The employee works primarily in a climate-controlled office environment. Noise levels are
low and include office equipment (i.e., printers, copiers, paper shredders, computers, climate
control units, etc.). No travel requirement is expected.
Responsibility for the Work of Others:
Direct Supervision Over: Assigned employees.
Indirect Supervision Over: Assigned employees.
The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position
if the work is similar, related or a logical assignment to the position.
The position description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change.
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