FAIRFIELD COUNTY, SOUTH CAROLINA

JOB TITLE: ACCOUNTS PAYABLE SPECIALIST
FINANCE DEPARTMENT

GENERAL STATEMENT OF JOB

Under general supervision, performs various accounting functions for the department. Performs accounts
payable and receivable duties. Reports to the Comptrolier.

SPECIFIC DUTIES AND RESPONSIBILITIES

ESSENTIAL JOB FUNCTIONS

Performs a variety of accounting duties refating to the accounts payable and receivable functions of the
department.

Receives and processes various accounis payable documents; monitors purchase order status; reviews
and reconciles invoices to purchase orders; clarifies and adjusts discrepancies associated with vendor
invoices; processes invoices for payment; prepares printed accounts payable checks; reconciles payment
statements; monitors the accounts payable registers; maintains vendor files.

Parforms review and verification of various calculations made; verifies accuracy of bills and invoices
submitted for payment.

Coordinates and performs various accounts receivable duties; reviews and verifies gasoline usage, and
copier usage; verifies account numbers, vendor numbers and purchase orders numbers on payables;
enters related data into computer; prints and mails related statements; receives, posts and codes
payments; monitors accounts for payment within terms.

Performs related accounting duties as directed; records journal entries; assists in budget preparation;
prints various reports and documents; prepares and issues tax documents.

Provides assistance to the department with various clerical and administrative needs as required.
interacts and communicates with various groups and individuals such as co-workers, immediate
supervisor, other departmental personnel and supervisory staff, County department heads, vendors, and
the general public.

Operates and utilizes various office related machinery and equipment to include a computer, printer,
typewriter, multi-ine phone system, fax machine, modem, and calculator.

ADDITIONAL JOB FUNCTIONS

Performs other related duties as required.



MINIMUM TRAINING AND EXPERIENCE

Requires an Associates Degree with course work in business administration, accounting or bookkeeping
with a minimum of one year experience performing general accounting or bookkeeping duties; or any
equivalent combination of education and experience that provides the required knowledge, skilis, and
abilities.

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED
TO PERFORM ESSENTIAL JOB FUNCTIONS

JO PERFORM ESOENTIAL JWU FLUNL [IVNS
Physical Requirements: Must be physically able fo operate basic office equipment including typewriter,
computer, copier, calculator, and fax machine. Must be physically able to exert up to twenty-five pounds
of force occasionally and/or a negligible amount of force frequently or constantly to [ift, carry, push, pull,
or otherwise move objects. Position involves mostly sedentary work, but may require walking, standing,
reaching, andfor stooping for brief periods of time. Must be able to Kft and/or carry weights of up to
twenty pounds.

Data Conception: Requires the ability to compare and or judge the readily observable functional,
structural, or compositional characteristics (whether similar to or divergent from obvious standards) of
data, people, or things.

Interpersonal Communication: Requires the ability of speaking and/or signaling people to convey or
exchange information. Includes the receiving of information and insfructions from supervisor.

Language Ability: Requires the ability to read a variety of documents, reports, and other materials;
must be able to type and/or prepare various documents and reports using the proper format, punctuation,
spelling and grammar. Requires the ability to communicate with co-workers, supervisors, customers, etc.
with poise, voice control, and confidence.

Intelligence: Requires the ability to apply principles of rational systems such as accounting or
bookkeeping to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exists; to interpret a variety of instructions furnished in written, oral,

diagrammatic, or schedule form.

Verbal Aptitude: Requires the ability to record and deliver information and to foliow verbal and written
instructions.

Numerical Aptitude: Requires the ability to utilize mathematical formulas; add and subtract totals;
multiply and divide; determine percentages and decimals; and determine time and weight.

Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and shape.

Motor Coordination: Requires the ability to coordinate hands and eyes in utilizing equipment.




Manual Dexterity: Requires the ability to handle a variety of items, equipment, contro! knobs, switches,
etc. Must have moderate levels of eye/hand/foot coordination.

Color Discrimination: Reguires the ability to differentiate colors and shades of color.

Interpersonal Temperament: Requires the ability to deal with people beyond receiviﬁg instructions.
Must be adaptable to performing under minimal stress when confronted with an emergency.

Physical Communication: Requires the abifity to talk and/or hear (talking - expressing or exchanging
ideas by means of spoken words; hearing - perceiving nature of sounds by ear.)

PERFORMANCE INDICATORS

Knowledgse of Job: Understands the role of the Accounts Payable Specialist in attaining the goals of the
department. Is capable of providing professional assistance with various accounting functions.
Understands the accounts payable function and is able fo ensure timely and accurate payment of
vendors. Has the ability to ensure proper payments are made to vendors. Understands the accounts
receivable function of the department. Is able to ensure accurate billing is generated to receive funds in a
timely manner. Understands the importance of accuracy in performing all accounting duties. Is able to
utilize tact and discretion in dealing with budgetary and payroli information. Is knowledgeable in the laws,
ordinances, standards and regulations pertaining to the specific duties and responsibilities of the position.
Has thorough knowledge of the organization of the Department and of related departments and agencies.
Has considerable knowledge of the functions and interrelationships of County and other governmental
agencies. Has the ability to comprehend, interpret and apply regulations, procedures and related
information. Has comprehensive knowledge of the computer, legal and other terminology used within the
department. Is skilled in applying a responsible aftention to detail as necessary in preparing reports and
correspondence. Has excellent secretarial skills; has skill in the use of computers. Knows how to
operate and maintain a variety of office equipment as necessary in the performance of daily activities. Is
able to take the initiative to complete the duties of the position without the need of direct supervision. Is
able to use independent judgment in performing routine and non-routine tasks. Knows how to perform
duties in a courteous manner and with the utmost integrity in the best interest of the public. Is able to
communicate effectively with a variety of public and private groups as prescribed. Is able to read and
interpret policy and procedure manuals and other materials pertaining to the responsibilities of the job. Is
able to complete assignments with accuracy and professionalism despite frequent interruptions and the
stress of deadlines. Has the mathematical ability to handle required calculations. Has the ability to plan,
organize and prioritize daily assignments and work activities. Is able to offer assistance and training to
fellow employees as necessary. Has good organizational, technical and human relations skills. Has the
ability to leam and utilize new skills and information to improve job performance and efficiency. Knows
how to react calmiy and quickly in emergency situations.

Quality of Work: Maintains high standards of accuracy in exercising duties and responsibilities.
Exercises immediate remedial action to correct any quality deficiencies that occur in areas of
responsibility. Maintains high quality communication and interaction with all County depariments and
divisions, co-workers and the public.

Quantity of Work: Performs described "Specific Duties and Responsibilities" and related assignments
efficiently and effectively in order to produce quantity of work which consistently meets standards and
expectations of the County.






