Job Description

 AP Staff Accountant 

Job Title: 
Staff Accountant-AP 


    FLSA Status: Exempt
Reports to: 
CFO
SUMMARY 

Provide accounting support as follows:
Primary Responsibilities:
· Accurately maintain Accounts Payable process with appropriate approvals and coding. Enter approved invoices into Accounts Payable and process payments. Print checks, obtain signatures, and mail. Obtain W-9’s and process yearend 1099’s.
·  Maintain Sales Tax Spreadsheet and make payments
· Maintain Purchase Order System and track PO approvals.
· Request cardholders enter American Express billing information into Concur by deadline. Reconcile credit card, obtain and match receipts to statement. Research charges with no receipts for billing information. Obtain missing receipts.  Pay statement balance by due date. Enter payment dates and amount into Unanet for each card account. 
· Provide copies of all AP backup documentation required for client AR invoices. Compile and enter monthly AR in-house expenses including Print Audit, postage, and company vehicle mileage for monthly billing.  

· Assist AR Staff Accountant as backup for daily deposits.
· Assist with company financial audits and tax return by printing and compiling various reports as requested
· Adhere to policies and procedures for internal controls.  
· Maintain awareness of responsibilities of other Administrative Coordinators for backup and assistance as necessary, including front desk coverage for lunch, breaks, PTO, etc.

· Maintenance of overall company filing systems and archiving. Scan documents and save electronically as needed
Job Requirements:

· Minimum of Associates Degree or Certificate in Business Administration, Management or Accounting, or combination of training and experience.
· 1-2 years accounting experience required. 
· Must be fluent in reading, writing, and speaking the English language.
· Must work well with team and variety of personalities.
· Excellent organization, time management, and detail-oriented talents a must.
· Must be proficient in Microsoft Office Suite.
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