
 

Job Title: Accounts Payable 
Specialist 

FLSA:  Non-Exempt 

Department: Accounting Reports to: CFO 

Salary Grade:  Travel 
Required: 

None - Limited 

Job Description 

 

Summary/Objective  

The accounts payable clerk is responsible for the payment of goods and services 

purchased by the organization.  This role also serves as an auditor, ensuring that 

invoices are accurate and that proper accounting procedures are followed for the 

purchasing and payment of goods and services. 

 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

1. Process invoices into computer system 

2. Process check requests and ensure appropriate approvals have been received 

3. Communicate with coworkers, management and clients regarding purchases 

4. Conform with and abide by all regulations, policies, work procedures and 

instructions 

5. Bill agency fees 

6. Verify office cash box 

7. Report heavy vehicle mileage to IRS and Department of Motor Carrier 

8. Process remote deposit 

9. Upload positive pay for each AP run 

10. Develop and maintain accounts payable reports and files 

11. Cross train to provide back up coverage for the receptionist 

12. Cross train to provide back up coverage for the ceres data specialist 

13. Other duties as assigned 

Competencies 

1. Detail and Deadline -Oriented 
2. Communication. 
3. Teamwork 
4. Critical Thinking. 
5. Ethical Practice. 
6. Global & Cultural Awareness. 



 
7. Relationship Management. 
8. Technical Capacity 

Supervisory Responsibility 

This position has no supervisory responsibilities. 

Work Environment 

E.g. While performing the duties of this job, the employee regularly works in an office 

setting. 

Physical Demands 

The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to use hands 

and fingers to handle, feel, or operate objects, tools or controls, and reach with hands 

and arms. The employee is frequently required to stand, talk and hear. 

Position Type/Expected Hours of Work 

This is a full-time position. Days and hours of work are Monday through Friday, 8:00 

a.m. to 4:30 p.m. 

Travel 

Local travel on a limited basis 

Required Education and Experience  

 

1. Two years of experience in accounting field 
2. One year of experience in accounts payable 
3. Formalized training in computer applications  

Preferred Education and Experience 

 

1. Relevant certifications 
2. Prior working knowledge with Microsoft Dynamics NAV  

Additional Eligibility Qualifications 

1. Certifications 

2. Licensure 

3. CPR 

 



 
EEO Statement  

The Food Bank of Northern Nevada provides equal employment opportunities (EEO) to 
all employees and applicants for employment without regard to race, color, religion, 
sex, national origin, age, disability or genetics. In addition to federal law requirements, 
The Food Bank of Northern Nevada complies with applicable state and local laws 
governing nondiscrimination in employment in every location in which the company has 
facilities. This policy applies to all terms and conditions of employment, including 
recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of 
absence, compensation and training. 

The Food Bank of Northern Nevada expressly prohibits any form of workplace 
harassment based on race, color, religion, gender, sexual orientation, gender identity or 
expression, national origin, age, genetic information, disability, or veteran status. 
Improper interference with the ability of The Food Bank’s employees to perform their 
job duties may result in discipline up to and including discharge. 

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive 

listing of activities, duties or responsibilities that are required of the employee for this 

job. Duties, responsibilities and activities may change at any time with or without notice.  

 

Signatures 

This job description has been approved by all levels of management: 

Manager______________________   Date____________ 

HR__________________________   Date____________ 

Employee signature below constitutes employee's understanding of the 
requirements, essential functions and duties of the position. I understand that any 
misrepresentation, falsification or material omission of information in this certification or 
my employment application may result in denial of employment or, if I am hired, my 
immediate dismissal from employment. 

Employee__________________________________ Date_____________ 

 

 


