Thrive Upstate

	Job Title:
	Accounts Payable Specialist
	Department:
	Finance

	Reports To:
	Finance Manager
	Location:
	Finance

	FLSA Classification:
	 FORMCHECKBOX 
  Exempt   FORMCHECKBOX 
  Non-Exempt
	Status:
	 FORMCHECKBOX 
  FT        FORMCHECKBOX 
  PT

	Revision Date:
	09.28.22
	Wage Classification
	


	Position Summary


Under the supervision of the Finance Director, performs duties as required to handle the preparation of invoices for data entry.  This includes coding of invoices, verification that items were received, matching Purchase Order to appropriate invoice and closing open Purchase Orders in accounting software.  Also, enters invoice information into accounting software, processes weekly Accounts Payable checks and files paid invoices.  
	Position Responsibilities- Essential


· Codes invoices with proper program and account number.
· Matches open Purchase Orders to invoices when received.
· Closes out Purchase Orders in accounting software after verification that items were received.

· Enters invoices into computer using accounting software.

· Gives data entry report to Finance Director to proof for errors.
· Prints Accounts Payable checks on a weekly basis and matches checks with corresponding invoice.
· Files paid invoices in vendor files.

· Follow up with programs for receipts that are needed for check backup.
· Responsible for coding and reconciliation of the monthly p-card statement to include verification that all receipts have been received.  Follow up with programs for missing receipts.

· Check out Rewards cards with proper back up and orders new rewards cards.

· Log interest and principal monthly information for vehicle loans.

· Check out Walmart cards with proper backup.

· Back up Client Funds Specialist.
· Codes and totals incoming checks/cash received to be deposited.

· Spending Money Audits for various houses.

· Other related duties as assigned.
	Essential Skills and Experience


EDUCATION:
High School Diploma or equivalent.
EXPERIENCE:
Three (3) years’ experience in Accounts Payable.  Must have knowledge of Microsoft Office products, especially Excel.


SKILLS:
Ability to work closely with other employees.


Ability to follow instructions and work without direct supervision.


Willingness to accept responsibility.


Ability to organize work logically and schedule duties appropriately.


Ability to meet established weekly deadlines.


Good communication skills.
	Mental & Physical Demands- ADA Guidelines

	Physical Demands
	C
	F
	O
	N/A
	Lifting Requirements
	C
	F
	O
	N/A

	Stand
	
	
	X
	
	10 pounds or less
	
	
	X
	

	Walk
	
	
	X
	
	11 to 20 pounds
	
	
	X
	

	Sit
	X
	
	
	
	21 to 50 pounds
	
	
	 
	X

	Physical Demands
	C
	F
	O
	N/A
	51 to 100 pounds
	
	
	
	X

	Handling 
	X
	
	
	
	> than 100 pounds
	
	
	
	X

	Reach Outward
	
	X
	
	
	Pushing & Pulling Requirements
	C
	F
	O
	N/A

	Reach Above Shoulder
	
	
	X
	
	12 pounds or less
	
	
	X
	

	Climb
	
	
	
	X
	13 to 25 pounds
	
	
	X
	

	Crawl
	
	
	
	X
	26 to 40 pounds
	
	
	
	X

	Squat or Kneel
	
	
	
	X
	41 to 100 pounds
	
	
	
	X

	Bend
	
	
	X
	
	> than 100 pounds
	
	
	
	X

	Other:
	
	
	
	
	Other: 
	
	
	
	

	Definitions

	C
	Constantly
	Occupation requires this activity more than 66% of the time (5.5+ hrs/day)

	F
	Frequently
	Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)

	O
	Occasionally
	Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)

	N/A   
	Not Applicable
	Activity is not applicable to this occupation


Thrive Upstate is an Equal Opportunity Employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, disability or protected Veteran status.
The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent an expressed or implied contract of employment nor does it alter your at-will employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.

	
	
	

	Employee Name Printed
	Employee Signature
	Date Signed

	
	
	

	Manager/Supervisor Name Printed
	Manager/Supervisor Signature
	Date Signed



THIS DOCUMENT DOES NOT CREATE AN EXPRESSED OR IMPLIED CONTRACT OF EMPLOYMENT OR ALTER YOUR AT-WILL EMPLOYMENT

