BEMIDJ! AREA SCHOOLS
POSITION JOB DESCRIPTION

R

ORIGINATION DATE

LAST REVISION DATE  gctober, 2000

POSITION TITLE Accounts Pavable/Receivable Clerk BAND & GRADE  p-1-3-3
IMMEDIATE SUPERVISOR
Accounting Coordinator
Job Summary (Basic Purpose of Position)
SUPERVISOR EMPLOYEE

Responsible to accumulate and process information in order to pay
outstanding district bills, invoices and maintain district's accounts

Note: T he signature of the supervisor and employee -
receivable.

indicale s they have read this job description and agree

with ifs contents

. NECESSARY SKILLS
REGUL AR ROUTINE DUTIES
_ _ P DUTIES % OF KNOWLEDGE, ABILITIES
List of Thxings to Accomplish in Major Job BANDY TIME What Yoy Have to Know to PERFORMANCE STANDARDS
function GRADE | DWW 1 wG | Accomplish Duty of Function How Will You Know the Job is Dane?
NOTE; LIST EACH MAJOR JOB FUNCTION PRIOH TO LISTING OF ROUTINE DUTIES, SKILLS AND PERFORMANCE STANDARDS
1.01 Build and maintain vendor records via CRT.  |A-1 |D-10 KNOWLEDGE OF- 1.01 All vendor records have been built and maintained
1.01 District policies in a business-like manner.
1.02 Responsible for payment of authaorized and 1.02 Applicable data processing
documented invoices, including verification of A-1 D-40 theory 1.02 Only authorized and documented invoices were
mvoices for accuracy of content, addition, exten- 1.03 Invoice and billing procedures paid.
sion and terms, 1.04 Purchasing and receiving
procedures 1.03 All account payable batches were properly entered
1.03 Balance and enter accounts payable batches and checks were for the correct amounts.
for payment making the necessary corrections and A-l W-30 ABILITY TO:
running checks. 1.01 Plan 1.04 Al voucher checks were prepared for mailing by
» 1.02 Organize separating, checking for errors and attaching the
1.04 Prepare for mailing all voucher checks by 1.03 Make decisions appropriate documentation to both the file copy and
separating, checking for errors and attaching the A-1 W-10 1.04 Communicate with others vendor check.
appropriate documentation to both the file copy and 1.05 Maintain accurate records
vendor check. 1.05 Month end receipt batches were input, corrected
SKILLS OF: and updated.
1.05 Responsible for in putting. correcting and 1.01 Typing
updating month end receipts. A-1 M-5 1.02 Filing 1.06 All invoices were sumitted for district for NMIC
1.03 Calculator operation and Riverside billings.
1.06 Responsible for invoicing all accounts 1.04 Copy machine operation
receivable for daily billings, NMJC and Riverside, jA~1 1.05 Telephone operation
as directed by Accounting Coordinator. 1.06 Macintosh operation




POSITION TITLE Accounts Pavable/Rece iv;::—’“?e Clerk

PAGE o OF 2 PAGES

A ROUTINE DUTIES % OF

NEC#:::ARY SKILLS

REGZ PUTIES KNOWLEDGE, ABILITIES

List gf"”!htngs to Accomplish in Major Joh BAND/ TE What Yoy Have o Know o PERFORMANCE STANDARDS

functiom GRADE | DW e | Accomplish Duty of Furction How Wil You Know the Job is Dona?
E3, SKILLS AND PEREQRMANCE STANDARDS

LIST EACH MAJOR JOB FUNCTION PRIOR TO LISTING OF ROUTINE DUT

ROTE;

.07 Responsible for recording month end accounts
receivables and submit report in journal entry form. | A~1

1.08 Perform other office duties as assigned by
BUPETViSOT .

1.07 Month end accounts receivables were recorded
and report was submitted timely.

1.08 Al other duties assigned by the supervisor were
completed as directed.




