Job Title:  Accounts Payable Supervisor
Job Code 40230

Last Update:  12/01/2011

Salary Plan:  SUO 03

Job Description, Responsibilities and Qualifications

Job Description: Guides and advises accounting staff in the procedural processes of the accounts payable functions. 

Job Responsibilities:

1. Guides and advises accounting staff in the procedural processes of the accounts payable functions.  Informs staff of procedural changes and assists in problem resolution;

2. Analyzes, reconciles, and approves accounting data and transactions;

3. Determines corrective action to take when faced with discrepancies. i.e., entering adjustment vouchers to correct data entry errors.  Maintains an accurate log of all adjustment vouchers;

4. Responds to inquiries for solution of difficult accounting problems or for information or interpretation from third parties such as banks, auditors, vendors and governmental entitles;

5. Prepares standard statutory, regulatory and GAAP financial and/or accounting reports;

6. Records and prepares for disbursement Automated Clearing House (ACH) transfers to technical colleges;

7. Maintains bank account instruction for the ACH and wire transfer systems;
8. Interviews, directs, trains, evaluate the performance of, and when necessary, disciplines and recommends discharges of accounting employees.
Technical Competencies:

· Knowledge of the maintenance of accounting and financial records

· Ability to supervise in the preparation of financial documents in the implementation of procedures.

· Ability to analyze administrative and technical problems and formulate improvements or solutions

· Knowledge of generally accepted accounting principles and practices

· Knowledge of the principles, practices, methods and techniques of governmental accounting
Minimum Qualifications:

Completion of an associate degree with a  major in business curriculum which included the successful complete of the introductory accounting sequence and the intermediate accounting sequence.  (Note:  The introductory accounting sequence is normally completed in (10) quarter or six (6) semester hours.  The intermediate accounting sequence is normally completed in fifteen (15) quarter or six (6) semester hours *and* two years of experience in responsible bookkeeping or accounting work.  Accounts payable experience with the State of Georgia may substitute for education requirements on a year-for-year basis.
Preferred Qualifications (In addition to minimum qualifications:

Five years of experience working in the State of Georgia Accounts Payable Module of PeopleSoft
