
  

 
POSITION DESCRIPTION 

 
POSITION 

ACCOUNTS PAYABLE COORDINATOR 
  

DEPARTMENT 
CENTRAL SERVICES 

 
POSITION DESCRIPTION SUMMARY 

 
Reporting to the Staff Accountant, the Accounts Payable Coordinator will perform the 
Firm’s accounts payable function, including vendor invoice payments, on demand check 
requests, general ledger entries, and other transactions as directed. 
 

SPECIFIC DUTIES AND RESPONSIBILITIES  
 
The Accounts Payable Coordinator will be primarily responsible for handling all 
accounts payable, as well as general ledger entries and 1099 processing. 
 
Specific Duties of the Accounts Payable Coordinator will include the following: 
 

• Receiving, reviewing, coding, and processing for payment of vendor 
invoices  

• Receiving, reviewing, coding, and processing for payment of check 
requests for client expenses 

• Reconciling Firm’s Visa statement with visa usage reports, coding & 
processing for payment  

• Processing employee expense reports 

• Managing all check runs, including printing and mailing all checks as 
directed 

• Corresponding with vendors and employees and responding to inquiries  

• General ledger entries to allocate and re-class payable amounts 

• Compiling information and printing 1099’s 

• Filing and maintaining all accounts payable documents/invoices 

• Keeping and maintaining petty cash 

• Preparing monthly spreadsheets to compare actual versus budget on 
various general ledger accounts  

• Entering client costs and reconciling with invoice when necessary 
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• Cross training with others in department as appropriate 

• Other duties and projects as may be assigned. 

QUALIFICATIONS SUMMARY 
 

The Accounts Payable Coordinator must have training and/or experience deemed 
adequate to perform these functions.  Minimum requirements include: 
 

• High school diploma or equivalent 
• Five to seven years accounts payable and general ledger experience 
• A complete understanding of accounts payable functions 
• High level of organizational ability and flexibility 
• Ability to utilize automated accounting software 
• Prior experience with vendor inquiries and reconciliations 
• Strong data entry and Microsoft Excel spreadsheet skills 
• Capable of handling multiple priorities 
• Completing tasks in a professional, timely manner 
• Excellent interpersonal, written and oral communication skills 
• Ability to work unsupervised when needed 
• Ability and desire to solve problems quickly and independently 

 
PHYSICAL DEMANDS 

 
The physical demands and work environment described here are representative of 
those that must be met by an employee to successfully perform the essential functions 
of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
Work involves sitting, walking, talking, hearing, using hands to handle, feel or operate 
objects, tools, or controls, and reaching with hands and arms. Vision abilities required 
by this job include close vision and the ability to adjust focus. 
The employee may be required to push, pull, lift, and/or carry up to 20 pounds, which 
may include placing books on shelving above shoulder level. 
The noise level in the work environment is usually moderately quiet. 
 
 
 
__________________________________  __________________________ 
Employee       Date 


