
JOB TITLE:   ACCOUNTS PAYABLE CLERK 
 
QUALIFICATIONS: 1. High School diploma with courses in bookkeeping or 

accounting desirable. 
2. Good communication and bookkeeping skills.  
Communicate effectively in oral and written form. 
3. Establish cooperative relationships in a calm and tactful 
manner. 
4. Good computer skills. 

     
REPORTS TO:  Superintendent, Assistant Superintendent 
 
JOB GOAL: To prepare and process all accounts payable for the district and 

maintain district fixed asset records.  Maintain supporting 
documents and vouchers.  Verification of payables submitted 
by purchase order by building secretaries, and payable invoices 
submitted by administration, food service, maintenance and the 
transportation office. 

 
PERFORMANCE RESPONSIBILITIES: 
 
Payables 

1. Verify the accuracy of purchase orders prior to payment.  This involves checking the 
coding, verify that the correct amount and vendor is used, and verify that payment has 
not previously been made. 

2. Process purchase orders following designated procedures for School Board approval. 
3. Prepares for payment all check request and reimbursements. 
4. Process all invoices from food service, transportation, buildings and 

grounds/maintenance. 
5. Process athletic department checks when needed. 
6. Creates purchase orders as directed by Assistant Superintendent for district wide 

purchasing transactions. 
7. Verify vendor statements and handle correspondence involving accounts payable.  

Assist in resolution of complaints between vendor and customer. 
8. Prepare checks for bulk mailing and maintain proper records. 
9. Maintain files on all vendors for all accounts payable transactions. 
10. Research statements for open invoices or past due invoices. 
11. Ensure proper documentation for staff registrations, travel reimbursements and other 

check requests submitted for payment. 
12. Handle inquiries from vendors for payment information by communicating verbally 

and in writing in reference to their accounts.  Research discrepancies in payments and 
vendor billings and problem solve where necessary. 

13. Coordinate with building secretaries on outstanding purchase orders. 
14. Clear out all outstanding purchase orders. 

Fixed Assets 
15. Gather detailed information such as serial numbers for all equipment listed, 

information for ongoing renovations, etc, for the fixed asset manual. 
16. Enter data on a monthly basis by creating and maintaining a  desk manual of fixed 

assets using Microsoft Access. 



Other 
17. Prepare necessary reports and other spreadsheets as requested. 
18. Assists the district’s auditors during the annual audit by providing information as 

requested. 
19. Enter new vendors into the accounting system when needed.  Help with applications 

in the approval process for new vendors.  Maintain and update the vendor file with 
changes in addresses, phone and fax numbers, and tax I.D. numbers. 

20. Perform other related accounting functions as required as needed and/or assigned by 
the accounting director or superintendent. 

21. Assist assistant superintendent with filing of district insurance claims. 
22. Assist assistant superintendent with facility use applications. 
23. Backup coverage for telephone system. 
24. Assists with daily mail delivery. 
25. Responsible for maintenance and postage purchasing for Pitney Bowes postage 

meter. 
26. Destroy files from previous years that have become eligible for destruction according 

to records retention schedule. 
27. Comply with Board of Education policies and regulations. 
 

TERMS OF EMPLOYMENT: Salary and work year to be established by the Board of 
Education. 

 
EVALUATION: Performance of this job will be evaluated in accordance 

with provisions of the Board’s policy on Evaluation of 
Support Personnel. 

 
Signed:________________________________________ Date:___________________ 
                            (Accounts Payable Clerk) 
 
Signed:________________________________________ Date:___________________ 
                                 (Superintendent) 
 

 


