
 
 

 
 
 

	

Accounts Payable Specialist 
 
PROGRESSION OF SUPERVISORS:  Controller, Director of  Finance/CFO, CEO. 
 
 
JOB SUMMARY: The Accounts Payable Specialist oversees and maintains the company’s accounts payable 
activities including the accurate and efficient processing of  vendor invoices, company credit cards as well as 
other support of  the general accounting function.   
 
 
ESSENTIAL FUNCTIONS: 
1. Receive, organize and track incoming vendor invoices along with related documents. 
2. Review and evaluate all invoices for appropriate supporting documents required to begin the voucher 

process. 
3. Complete a three-way voucher match of  vendor invoice to the purchase order to receiver.  Obtain 

appropriate invoice signature approvals if  no PO was established or for non-receiver services. 
4. Investigate and resolve any discrepancy of  price, quantity or other terms on the invoice. 
5. Ensure proper general ledger account coding and enter the voucher in the company accounting system. 
6. Prepare weekly batch vendor payments according to company practice and vendor terms requirements. 
7. Track credits owed to the company and ensure all credits are properly applied to vendor payments. 
8. Respond to all vendor inquiries including reviewing and reconciling company records to vendor 

statements. 
9. Electronically scan voucher documentation and maintain files thoroughly and accurately, in accordance 

with company policy and accepted accounting practices. 
10. Support the month-end close process for the Accounts Payable module with procedures as assigned. 
11. Assist in year-end activities including vendor 1099 preparation. 
12. Vendor management including maintaining current W-9 forms as well as periodic vendor maintenance in 

company systems. 
13. Company credit card coordination including monthly account reconciliations, research, expense coding, 

follow-up on missing user expense substantiation, ensure manager approval and data entry into 
company systems. 

 
	
ESSENTIAL WORK HABITS: 
1. Well organized, motivated self-starter with positive, team-oriented attitude and strong attention to detail. 
2. Ability to establish priorities, work independently, and accomplish objectives with minimal supervision. 
3. Utilizes proactive approach to prioritize work within deadlines and problem solve. 
4. Professionally and effectively communicate verbally and in writing with internal personnel and external 

contacts to achieve issue resolution. 
5. Continuous improvement mindset with aptitude to learn new skills and expand knowledge. 
6. Upholds company standards for collaboration and confidentiality. 
	
	
	



 
 

 
 
 

	

ESSENTIAL SKILLS: 
1. Basic knowledge of  computers and intermediate level skill working with Microsoft Office applications 

(Outlook, Excel, Word).  
2. Effectively use hardware such as printers, monitors, computers, scanners, copy and fax machines. 
3. Quickly learn new tasks and procedures. 
 
 
POSITION TYPE/EXPECTED HOURS OF WORK: 
This is a part time, hourly, non-exempt position.  Weekly hours and working days will fluctuate seasonally 
with higher workload from January - June (approximately 30 hours per week) and lighter workload between 
July and December (approximately 20 hours per week).  Core work hours for this role can be flexible within 
standard company hours between 8 am - 5:00 pm. Overtime may be required but is not expected to be 
consistent or significant. 
 
QUALIFICATIONS: 
One to three years of  hands on accounts payable experience or equivalent general accounting education. 

	
ADDITIONAL RESPONSIBILITIES: 
1. Backup and assist other accounting team members as necessary. 
2. Backup and assist other Four Star team members as necessary. 
 
 
PHYSICAL ASPECTS: 
The physical demands of  this role include working at a desk utilizing a computer, telephone, scanner, bending 
for filing, lifting of  files and boxes (up to 40 lbs.) and walking up and down stairs to/from office.     
 


