
JOB DESCRIPTION

POSITION TITLE:

Accounts Payable Associate

REPORTS TO:

Sr. Staff Accountant
PRIMARY FUNCTION:
Process accounts payable in a decentralized purchasing





environment.

JOB RESPONSIBILITIES:

1. INVOICE PROCESSING & REVIEW:  Includes checking for approvals, timely payments, capturing discounts, verifying math, double checking income codes, and entering invoices for payment. Review payment batches entered by other office staff for accuracy and compliance with policies.  Responsible for month-end close and providing cash flow information. 

2. IRS COMPLIANCE:  Ability to identify taxable events and process accordingly, especially concerning travel and entertainment expenses and independent contractor issues.  Add vendors to Lawson system, analyze transactions, and maintain 1099 files for issuance of 1099 forms at year-end.  Ensure collection of IRS W-9 forms from vendors.  Monitor payments to Nonresident Aliens and MN Nonresident Entertainers.

3. CHECKS:  printing, signing, and preparing for distribution.

4. RECONCILE STATEMENTS:  Work with vendors and co-workers to resolve invoice discrepancies and reconcile monthly vendor statements.

5. MONITORING:  Review accounts payable balances for amounts and request credits for amounts over 120 days on a monthly basis.  Review and maintain vendor-listing report on a monthly basis.

6. Process a variety of telephone transfers and the payroll interface.

7. Issue and/or review foreign drafts and wires.  Handles the purchase of forward contracts.

8. Enter void checks and stop payments. Work with customers when issuing emergency checks, resolving billing problems, questions on reimbursements, etc.

9. Maintain journal entry books – making sure all journal entries are filed and approved as needed.

10. Student Organizations:  Responsible for the maintenance of Lawson accounts for student organizations; fielding questions regarding student organization account balances or other questions.  Duties include updating, preparing, and presenting training workshops in conjunction with the SGA student representatives for policy changes and accounting system improvements. 

a. Instruct representatives from over 100 on-campus student organizations during orientation sessions regarding Accounts Payable procedures.

11. Back-up for Purchase Card Coordinator duties relating to the purchase card.

12. Provide assistance and back-up to other areas of the Business Office.

SUPERVISORY RESPONSIBILITIES:
Provide daily work direction and guidance to student workers.

CONTACTS:

Interacts with entire campus community and outside vendors.

EDUCATION:  
Essential:
Two year associate degree or high school diploma plus 

equivalent related work experience




Desired:
Associate Degree in Business or related area. 

EXPERIENCE:
Essential:
Previous experience in an accounting or business office 

 




environment.




Desired:
Two years accounts payable or business experience

KNOWLEDGE, SKILLS, ABILITIES:

· Previous experience with MS Office Suite; familiar with Excel & Access a plus 

· Basic accounting skills 

· Must be accurate and detail oriented 

· Tax laws regarding purchasing & travel

· Basic internal control procedures

· Ability to multi-task and possess good organizational skills

· Time management skills essential

· Retain a high level of confidentiality

· Good communication skills, both written and oral

· Comfortable with complex uploads and computer transactions 

· Familiarity with Lawson business office software a plus

PHYSICAL DEMANDS:

Normal office demands

WORKING ENVIRONMENT:
Normal office environment

WORK SCHEDULE:
FTE:

0.60 FTE (24 hours per week – work days per week to 

be determined) 




TERM:
Full Year



SHIFT:
Campus office hours 8:00 A.M. to 5:00 P.M. 

Monday – Friday

APPROVAL:



Angela Mathews

DATE LAST UPDATED: 

February 2009
