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Ephrata, PA

Position Title:
Accounts Payable/Purchasing Clerk
Department:
Support Staff
 

Reports To:

Assistant Business Manager 
FSLA:


Non-Exempt
Date:


May 2010

Revision Date:
March 2023
POSITION PURPOSE

Manage the accounts payable function within the District’s established policies and procedures for established governmental funds.

ESSENTIAL FUNCTIONS (Included but not limited to):
· Process purchase orders and distribute original and copies as directed.

· Assist departmental staff members with procedural and accounting questions as they pertain to accounts payable.
· Maintain purchase orders and all related reports.

· Review invoices for accuracy and completeness.

· Sort district wide invoices and prepare for payment. This includes data entry of all payments into the financial information system, obtaining approval from the business manager of all payments processed, printing checks, preparing checks for mailing, prepare direct deposit file and uploading that file into online banking system, as well as processing the positive pay file of all payments and uploading that into the online banking system, then file all paid invoices in appropriate vendor files.
· Communicate with vendors regarding payment status, price increases, sales tax exemptions, etc.

· Maintain current vender file, including purging venders from the system as directed.

· Maintain sub-ledgers for all construction fund projects tracking all payments to each vendor as well as change orders.
· Process system reports as needed for audit purposes.

· Prepare monthly list of bills for Board Meeting.

· Prepare and key journal entries as approved by the assistant business manager.
· Maintain 1099 file and issue 1099 forms.

· Maintain fixed asset system by entering all new items annually and deleting items that have been disposed of. Prepare all reports needed for annual local audit.
· Assume any other responsibility or task as directed by Supervisor.
KNOWLEDGE & SKILL REQUIREMENT

Education:  


High School Diploma

Certification:


Not required


Experience:
2 – 5 years’ experience with computerized accounts payable and receivable responsibilities and familiarity with general ledger posting.

Language Skills:
Communicate, orally and in writing, with the vendors, staff, and community members.

Mathematical Skills: 
Strong ability to perform basic math calculations

Reasoning Skills: 

Ability to work independently.

Other Skills & Abilities:
Capable of operating office machines and experience involving data processing equipment; Expertise in Microsoft Word, Excel, and Outlook; excellent communication and organizational skills.

WORKPLACE EXPECTATIONS:

· Must demonstrate regular and punctual attendance.
· Must interact positively with administration, students, staff, parents, and community members.
· Must demonstrate professionalism and appropriate judgment in behavior & speech and dress in a neat, clean, and professional manner.
· Must follow all District policies, work procedures and reasonable requests by proper authority.
· Must maintain the integrity of confidential information within the Business Office.

· Follow established protocols as outlined in Student/Faculty/Support Staff handbooks

ESSENTIAL PHYSICAL REQUIREMENT

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 regularly required to sit, talk, or hear. The employee is occasionally required to walk and reach with hands and arms. The employee must occasionally lift and/or move up to twenty pounds. The employee may frequently drive to various locations within the district. Specific vision abilities required by this job include close vision, distance vision, and peripheral vision. Employee must be able to distinguish the difference between bells, buzzers, beeps, etc.

TERMS OF EMPLOYMENT
Twelve-month schedule, salary and hours are in accordance with current schedule.
CUSTOMER SERVICE STANDARDS

Our interaction with customers, both internal and external, tells them about our priorities and how we value them as partners. To ensure that our interactions serve to strengthen relationships and promote the public image of the Ephrata Area School District, all employees should:
· Be extremely polite and listen to other perspectives
· Keep your promises and commitments to others
· Always give a little more than is expected
EMPLOYEE STATEMENT

“I have reviewed the above position and understand its contents.”

“I am aware that my position description may be revised or updated at any time and once notified of changes, I remain responsible for knowledge of its contents.”

“I hereby certify that I possess the physical and mental ability to fulfill the essential functions of the above position with or without reasonable accommodation(s). If I require accommodations(s) to fulfill any or all these functions, I agree to provide information to the District regarding the requested accommodation(s).

____________________________

___________________________

Employee Name (Print)



Date

____________________________

Employee Signature

____________________________

___________________________

EASD Representative



Date

Admin 2 – Accounts Payable Specialist

