
  

(NEW 6-23-05) 

                                         REVISED 7-1-10 

JOB DESCRIPTION 

  

TITLE                                  ACCOUNTS PAYABLE SUPERVISOR 

      

QUALIFICATIONS   

 

 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 

and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

  

Education/ 

Experience 

Bachelor’s degree in Business or related field from a college or 

university and a minimum of five years experience in the accounting 

field; or equivalent combination of education and/or experience which 

provides the required knowledge, skills and abilities for this position.  

Effective skill in analysis, problem solving and decision making; 

excellent oral and written communication skills, and organizational 

ability.  Advanced technical knowledge of governmental finance and 

fiscal accountability.  Ability to utilize computer and data finance and 

fiscal accountability.  Ability to utilize a computer and data processing 

systems.  Proficiency in the design and use of spreadsheet applications 

and ability to use standard software packages desired.  Computer skills 

required (e.g. ability to use email). 

 

Language Skills Ability to read and interpret documents such as safety rules, operating 

instructions and procedures manuals.  Ability to write routine reports and 

correspondence.  Ability to speak effectively before groups of customers 

or employees of the organization. 

 

Mathematical Skills  

 

Ability to work with mathematical concepts such as probability and 

statistical inference and fundamentals of algebra.  Ability to apply 

concepts such as fractions, percentages, ratios and proportions to 

practical situations. 

 

Certificate/License N/A 

 

Reasoning Ability Ability to apply common sense understanding to carry out instructions 

furnished in written, oral, or diagram form.  Ability to deal with problems 

involving several concrete variables in standardized situations. 

 

Physical Demands The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential 

functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is required to sit, 

talk and hear; stand and walk; use hands to finger, handle, or feel; reach 

with hands and arms. The employee occasionally lifts and/or moves up to 

25 pounds.  Specific vision ability required by this job includes close  



  

 

vision, distance vision, and the ability to adjust focus.  The employee 

shall remain free of any alcohol or non-prescribed controlled substance in 

the workplace throughout his/her employment by the District. 

 

Work Environment The work environment characteristics described here are representative 

of those an employee encounters while performing the essential functions 

of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  The noise 

level in the work environment is usually moderate. 

 

REPORTS TO Director of Accounting 

 

GENERAL RESPONSIBILITIES 

  

1. Coordinates activities of Bookkeepers and General Office Assistants to enable the 

district to issue checks on a timely basis. 

 

2. Communicates with vendors and district staff concerning problems in the accounts 

payable office. 

 

3. Balances and submits all jobs in the computer to post accounts payable checks to the 

general ledger. 

 

4. Works with the Director to process all invoices for purchasing cards. 

 

SPECIFIC RESPONSIBILITES 

 

1. Assists with the interview and selection process of new employees for the Accounts 

Payable Department. 

 

2. Trains all Accounts Payable Bookkeepers and General Office Assistants. 

 

3. Supervises and assists in the performance evaluations of the Accounts Payable staff as 

designated by the Director of Accounting. 

 

4. Assists with updating documentation for training of Accounts Payable Bookkeepers. 

 

5. Assists in the preparation of a user-friendly Accounting Manual to train Office 

Managers, secretaries and other employees. 

 

6. Conducts in-service training for Office Managers, secretaries and other employees that 

need to understand the accounting procedures and who will utilize the Budget Summary 

Report, Budget Detail Report and Purchase Order Recap Report. 

 

7. Resolves accounts payable problems. 

 

8. Approves and processes all non-purchase order payments. 

 

9. Approves and processes prepay items such as travel advances and subscriptions. 



  

 

10. Reviews all cancelled purchase orders for possible liabilities. 

 

11. Processes all payments for charges against the purchase card system. 

 

12. Trains Office Managers, secretaries and other employees regarding the purchase order 

card system as it relates to accounting. 

 

13. Balances contract retainage amount to general ledger. 

 

14. Prepares input documentation for all manual checks and void checks. 

 

15. Prepares and/or oversees journal entries for expenses associated with field trips, print 

shop, retainage and other costs to be distributed. 

 

16. Balances warrant register with invoice summaries from Bookkeeper, posts cash 

disbursements and communicates financial needs to Director of Accounting. 

 

17. Performs other duties as assigned. 

 


