
1/92..7/13..12/14..10/15 
 
TITLE: ACCOUNTS PAYABLE ASSISTANT 
  
QUALIFICATIONS: 1. Preferred candidates will have experience and/or education in  
  finance/accounting 
 2. Candidates must have good public relation skills, be a positive team  
  member, and be detailed oriented with a high volume of data 
 3. Candidate must have an intermediate knowledge of accounting  
  processing software system and microsoft office suite 
REPORTS TO: Accounts Payable Specialist 
JOB GOAL: To ensure the smooth, efficient, and accurate operation of the district in 

assisting with the finance department. 
 
PERFORMANCE RESPONSIBILITIES: 
 Process all district check runs.  This includes data entry of invoices, check report reconciliation, check 

printing and preparation, and check distribution. 
 Assist Accounts Payable Specialist with new vendor setup and vendor maintenance. 
 Open, stamp and distribute department mail. 
 Reconcile vendor statements in a timely manner. 
 Reconcile utility bills for payment. 
 Update and print purchase orders. 
 Work closely with vendors on accounts payable inquiries. 
 Handle various inquiries from assistant treasurers, office managers, and district staff. 
 Produce reports for Board as needed. 
 Maintain department files. 
 Perform other duties as assigned. 

 
PHYSICAL REQUIREMENTS (with or without a reasonable accommodation): 
 Sufficient clarity of speech and hearing or other communication capabilities which permits the employee to 

understand verbal instructions and to communicate effectively on the telephone and in person;  
 Sufficient visual acuity which permits the employee to comprehend written work instructions, prepare and 

review documents and process them in a prescribed order, and organize documents and materials;  
 Sufficient manual dexterity which permits the employee to operate a personal computer and standard office 

equipment;  
 Sufficient personal mobility, flexibility, and balance which permits the employee to work in an office 

environment, occasion lifting or moving objects that weigh up to 20 lbs.  
 Jobs in this class require talking and hearing to relay and monitor procedures and performing repetitive motions 

in typing, filing and paperwork;  
 
EVALUATION: Performance of this job will be evaluated in accordance with   
 Policy on Evaluation of Classified Personnel. 
TERMS OF 
EMPLOYMENT: Position is hourly and non-exempt.  Salary and work year to be established by the Board. 
 

 


