Lewis-Palmer School District Position Description

Position Title: Accounting Technician — Accounts Payable
Department: Business Office Days: As assigned
Reports to: Director of Finance/Purchasing Non Exempt

SUMMARY: Under general supervision, performs the processing of check requests and invoice payments and
maintains computerized accounts. Records and compiles financial data.

ESSENTIAL DUTIES AND RESPONSIBILITIES REQUIRE THE ABILITY TO:

0 Maintain an organized filing system of all district purchase orders to be paid when they are received
from the purchasing desk.

0 Match approved invoices to purchase orders determining whether the order is complete or partial and
preparing items for payment.

Perform detailed data entry of payments, including direct pay, payment requests, mileage and POs.
Generate checks and update accounts payable database accordingly.

Update and maintain vendor files.

Assist Purchasing to help rectify issues.

Double check W-9s for correct information.

Assist in the annual 1099 reporting.

Batch invoices and run control totals on amounts and account numbers.
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Contact vendor personnel or district personnel as necessary regarding discrepancies on invoices.
and take corrective action.

Upload check files to the bank — Positive Pay monitoring.

Audit check batches from high schools.

Share office responsibilities of answering the phone, greeting visitors and opening department mail.
Assist with spreadsheets, correspondence, or other duties as needed or assigned.

Provide Excellent customer service and maintain strict confidentiality.

Assist with the overall success of the Business Office.
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Perform other duties as assigned.

EDUCATION and/or EXPERIENCE: High School diploma or equivalent, with a minimum of two years of
specialized business, technical or vocational training in a related field at a college or university. A minimum of
three years of experience working in an accounting or related field, preferably two recent years of experience in
an accounts payable capacity. Proficient in computer software including spreadsheets, word processing, and e-
mail. Proficient in Microsoft products preferred. Previous experience in a school district or county office of
education is preferred.

LANGUAGE SKILLS: Ability to read and interpret documents such as invoices, purchase orders, general
ledger and other accounting documents. Ability to write/type routine reports and correspondence. Must have
above average communication skills to establish positive relationships with vendors and district personnel.

MATHEMATICAL SKILLS: Ability to calculate figures and amounts such as discounts, interest,
percentages, area and volume. Proficient calculator skills. 10-Key by touch is helpful.




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. May have to perform several tasks at once and prioritize.

OTHER SKILLS AND ABILITIES: Ability to establish and maintain effective working relationships with
departmental staff and other employees. Ability to perform duties with awareness of all district requirements
and Board of Education policies. Must have attention to detail and the ability to manage time effectively.

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 may sit for long periods of time. Some standing,
stooping, bending or reaching may also be required. Requires manual dexterity sufficient to operate a keyboard
or calculator, operate a telephone, copier and other office equipment as necessary. Vision must be correctable
to 20/20 and hearing must be in the normal range for telephone contact. It is necessary to view and type on a
computer screen for long period and to work in an environment which can generate high work volume and high
stress

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 work is performed in an office environment. Involves frequent contact with staff and the public. Work can
be stressful. The noise level in the work environment is usually mild.
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