
POSITION DESCRIPTION 

Department: Accounting 
Title: Accounts Payable Clerk I, II 

Date Created: 04/16/2026 
Next Review Date: 4/16/2028 

Reports to: Controller 
Approved by:_____________________ 
                                        (Administrative Dept. Signature) 

        

POSITION STATUS:   ☒Hourly ☐Salaried 

 

POSITION SUMMARY 

This position supports the Accounts Payable functions by processing invoices, maintaining records, and 

assisting with financial tasks. The role requires attention to detail, organization, and the ability to work 

both independently and as part of a team. The Accounts Payable Clerk works collaboratively with 

Accounting, Payroll, and other departments 

DUTIES & RESPONSIBILITIES 

Accounts Payable Clerk I 

• Perform general Accounts Payable duties including opening mail, matching invoices, reconciling 
statements, and processing payments.  

• Enter and maintain accurate data for Accounts Payable records. 

• Apply basic knowledge of General Ledger (GL) accounts to assign expenses appropriately.  

• Maintain accurate records and documentation in compliance with department standards.  

• Assist with preparation and support for audits by gathering required documentation.  

• Maintain confidentiality of all Accounting, Payroll, and Human Resources information.  

• Provide general support to the Accounting department as needed. 

• Participate in team processes and support department workflow.  

• Other duties as assigned. 
 

Accounts Payable Clerk II 

• Proficient in execution of A/P Clerk I job duties.  

• Perform and support Accounts Payable functions across the organization. 

• Process ACH transactions and maintain accurate electronic payment records.  

• Reconcile assigned General Ledger accounts and resolve discrepancies.  

• Maintain and report Unclaimed Property in compliance with regulatory requirements.  

• Assist with resolution of Accounts Payable and Payroll-related issues.  

• Serve as backup support for Payroll processing on a bi-weekly basis.  

• Complete required Accounts Payable reporting and contribute to process improvements.  

• Operate with minimal supervision and demonstrate independent problem-solving.  

• Support departmental development and efficiency initiatives.  

• Serve as backup to Payroll Manager as needed.  

• Other duties as assigned. 
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QUALIFICATIONS 

Accounts Payable Clerk I  

Required: 

• High school diploma or equivalent; Associate degree preferred.  

• 1–2 years of Accounts Payable experience required.  

• Basic knowledge of accounting principles.  

• Proficiency with computers, keyboarding, and 10-key.  

• Working knowledge of Microsoft Excel and Word.  

• Strong organizational, time management, and multitasking skills.  

• Ability to work independently and as part of a team.  

• Strong communication and basic math skills.  

Preferred: 

• Healthcare Accounts Payable experience 

 

 

Accounts Payable Clerk II   

Required: 

• Meets all A/P Clerk I qualifications.  

• Previous healthcare Accounts Payable experience.  

• Demonstrated understanding of General Ledger accounts and reconciliations.  

• Ability to work independently with minimal supervision.  

• Strong analytical, organizational, and problem-solving skills.  

Preferred: 

• Associate degree in Accounting or related field. 

 

 



 
  



PHYSICAL REQUIREMENTS ANALYSIS 

Department: Accounting          Job Title:  Accounts Payable Clerk I, II 

Mark all responses using the following codes: 

  N =  Never 

  O =  Occasionally, represents 1 to 33% or 1 to 2 hours of an 8-hour workday 

  F =  Frequently, represents 34 to 66% or 2.5 to 5.5 hours of an 8-hour workday 

  C =  Continuously, represents 67 to 100% or 6 to 8 hours of an 8-hour workday 

 

N O F C PHYSICAL ACTIVITY 

☐ ☒ ☐ ☐ Walking 

☐ ☐ ☒ ☐ Sitting/Standing 

☐ ☒ ☐ ☐ Reaching: Shoulder Height 

☐ ☒ ☐ ☐                    Above Shoulder Height 

☐ ☒ ☐ ☐                    Below Shoulder Height 

☒ ☐ ☐ ☐ Climbing 

☐ ☒ ☐ ☐ Pulling/Pushing: 25 pounds or less 

☐ ☒ ☐ ☐                                25-50 pounds 

☒ ☐ ☐ ☐                                Over 50 pounds 

☐ ☒ ☐ ☐ Lifting:  25 pounds or less 

☐ ☒ ☐ ☐               25-50 pounds 

☒ ☐ ☐ ☐               Over 50 pounds 

☐ ☒ ☐ ☐ Carrying:  25 pounds or less 

☐ ☒ ☐ ☐                   25-50 pounds 

☒ ☐ ☐ ☐                   Over 50 pounds 

☐ ☒ ☐ ☐ Crawling/Kneeling 

☐ ☒ ☐ ☐ Bending/Stooping/Crouching 

☐ ☒ ☐ ☐ Twisting/Turning 

☐ ☒ ☐ ☐ Repetitive Movement 
 

PHYSICAL EXPOSURE: (mark where applicable with “X”) 

☐Unprotected heights     Harmful physical agents: 

Lighting:  ☐Bright             ☐Heat/Cold   

                 ☐Dim               ☐Noise        

☐Mechanical hazards    ☐Ionizing/non-ionizing radiation       

☐Hazardous substances   

☐Infectious diseases     

 

ACCEPTABLE MINIMUM PHYSICAL ABILITY:  

Vison:     ☐Good ☒Correctable  ☐Blind  

Color Vision:     ☐Normal ☐Impaired     

Hearing:  ☐Normal ☐Moderate Loss  ☐Deaf  

Manual Dexterity: ☐Good ☐Fair             

Talking/Speech:     ☐Normal ☐Moderate Loss ☐Mute    



 

 

DISCLAIMER STATEMENT 

The above statements are intended to describe the general nature and level of work being performed.  

They are not intended to be an exhaustive list of all responsibilities, duties and skills required of 

personnel so classified, nor do they address the performance standards that must be maintained. 

 

 

EMPLOYEE: 

I have read and understand the duties and responsibilities of this position.  I have reviewed and agree 

to the contents of this position description, and I am able to perform the job functions and meet the 

physical requirements without restriction(s): 

 

 

____________________________                             ____________________ 

Employee Signature                                                       Date 
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