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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES 

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ACCOUNTS PAYABLE OFFICER

1.00
GENERAL STATEMENTS

1.01 POSITION SCOPE

a. The Accounts Payable Officer is directly responsible for generating all payments of accounts and verification of budget for payment, documentation of all payments, and control of accounts payable.

b. The Accounts Payable Officer participates in the formation of general college policies as a member of a Standing Institutional Committee and through appointment to a task force or consultant group by the President.

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Chief Financial Officer
b. Function/Category of Position:  Business and Financial/Support Staff

c. Terms of Employment:  Hourly Position
d. Salary Category:  II

2.02 Supervision

a. Supervision Received:

-The Accounts Payable Officer reports directly to the Chief Financial Officer
b. Supervision Exercised:

-The Accounts Payable Officer may supervise the activities of student

                    assistants assigned to the office.

2.03 Key Areas of Responsibility

a. Prepare purchase orders, apply invoices, run checks, and mail out payments.

b. Run checks for all student refunds.

c. Do department charges for postage.

d. Assist in the accounts receivable area during enrollment periods and in the absence of the accounts receivable officer.
e. Prepare the billrat and other financial reports as requested.

f. Prepare 1099’s.

g. Assist auditors during annual audit.

h. Provide back up for preparation of payroll.

i. Maintain confidentiality while processing sensitive materials.

j. Greet the public, students and staff in a positive professional manner.

k. Display a sense of cooperation with a genuine “what can I do to help” attitude in performance of duties.

l. Assume other responsibilities assigned.
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