
Job Description – Accounts Payable Clerk

Qualifications:  
High school diploma, college or business school preferable.  Ability to 

effectively present information and respond to questions from administrators, 

staff, and the general public.  Ability to work with mathematical concepts and 

apply such concepts such as fractions, percentages, ratios, etc.  Proficient with 

computer systems needed to fulfill position.  Ability to plan, organize and work 

independently.  Must be a notary or be willing to become a notary.  Must 

successfully pass a background check.


Reports to:
Director of Business Services

Job Goals:
To ensure that the District employees and vendors derive maximum benefits from the accuracy and timeliness of purchases and payments.

I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources

· Determines priorities

· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community

· Keeps the Director of Business Services and the Superintendent informed

5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Selects appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared

· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the Director of Business Services and the Superintendent

II.   Job Specific Responsibilities

7. Facilitates accounts payable

· Prepares vouchers

· Processes purchase order requisitions

· Orders supplies

· Processes payments

8. Supervises cash management activities

· Deposits money in bank

· Prepares revolving fund checks/clearing/cafe
9. Maintains accounts

· Documents fixed assets

· Documents W-9 1099 information

· Directs the transfer of funds

10. Supervises food service activities

· Provides food service reimbursements

· Documents food service sales

· Prepares food service reports

11. Assists with clerical duties and business department

· Answers phones

· Files documents

· Maintains records

· Sorts

· Cross-trains for payroll

12. Review site accounts

· Supply inventory

· Vendor list
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