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TEAMSTERS Job Classification 
 
 

ACCOUNTS PAYABLE SUPERVISOR 
 
SALARY GRADE:  C4-53 
 
DEFINITION:   
 
Under the direction of an assigned supervisor, plan, organize, and oversee the day-to-day activities and operations of the 
Accounts Payable department; oversee and participate in analyzing, verifying and auditing various accounts payable 
transactions and assure District and federal compliance; train, supervise and evaluate assigned staff.  
 
EXAMPLE OF DUTIES AND RESPONSIBILITIES: 
 
Depending upon assignment, duties may include, but are not limited to, the following: 
 

1. Plan, organize, direct, and oversee the day-to-day operations and activities of the Accounts Payable department. 
 
2. Analyze, verify and audit accounts payable transactions and assure District and federal compliance; reconcile and 

balance accounts payable with General Ledger; issue payments of standing orders. 
 

3. Interview, select and hire employees; supervise, assign, direct and schedule work activities; explain how duties are to 
be carried out. 

 
4. Evaluate the performance of assigned personnel; effectively communicate how the performance of duties will be 

measured; recommend promotions and rewards for service.  
 

5. Approve monthly time and attendance records and approve requests for time off and additional time worked, including 
any overtime worked and compensatory time worked/taken. 

 
6. Address and resolve a wide variety of concerns and complaints; adjust grievances; recommend transfers and 

reassignments. 
 

7. Counsel employees; address performance problems through corrective disciplinary action; suspend and/or terminate 
personnel according to established policies and procedures. 

 
8. Plan, coordinate and arrange for appropriate training for assigned personnel; develop and initiate departmental 

activities, orientations and in-services to review policies and procedures of the program, the College and changes on 
State regulations. 

 
9. Advise and assist administrative staff regarding accounts payable procedures and District policies; research and 

answer inquiries involving accounts payable. 
 

10. Prepare and maintain a variety of accurate financial reports and records; monitor and review reports and records for 
accuracy. 

 
11. Communicate with District administrators and personnel to coordinate activities and programs, resolve issues and 

conflicts and exchange information; communicate with outside organizations regarding payments problems and other 
related financial issues. 

 
12. Coordinate the printing of checks and the delivery of reports and checks to accounting. 

 
13. Perform other accounts payable functions including coordinating the archiving of files, issuing 1099s, maintaining 

vendor files and other activities as assigned. 
 



 

14. Operate a computer, calculator and other office equipment. 
 

15. Attend a variety of meetings as assigned. 
 

16. Coordinate Accounts Payable fiscal year-end activities and document preparation for accounting staff and external 
auditors. 

 
17. Review Accounts Payable procedures and policies and make recommendations for additional ones and improvements. 

 
18. Manage implementation and maintenance information on-line for Business Services, Payroll and Plant Services; 

assure consistency, quality and accuracy of information available on-line. 
 

19. Perform related duties as assigned. 
 
EMPLOYMENT STANDARDS: 
 
Knowledge of: 
 

1. Principles, practices and methods of accounting and auditing. 
2. Federal, State and District policies, procedures, rules and regulations related to accounts payable. 
3. Internet-related software. 
4. Principles and practices of supervision and training.  
5. Financial and statistical record-keeping techniques.  
6. Operation of a computer and assigned software. 
7. Oral and written communication skills.  
8. Interpersonal skills using tact, patience and courtesy.  

 
Ability to: 
 

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, religious, 
and cultural backgrounds, disability, and sexual orientation of community college students, faculty and staff. 

2. Oversee and participate in analyzing, verifying and auditing various accounts payable transactions and assure District 
and federal compliance. 

3. Train, supervise and evaluate the performance of assigned staff. 
4. Prepare and maintain a variety of accurate financial reports and records. 
5. Learn and effectively integrate new technology into the Web environment. 
6. Communicate effectively both orally and in writing.  
7. Interpret, apply and explain rules, regulations, policies and procedures.  
8. Establish and maintain cooperative and effective working relationships with others.  
9. Operate a computer and assigned office equipment. 
10. Analyze situations accurately and adopt an effective course of action.  
11. Meet schedules and time lines.  
12. Work independently with little direction.  
13. Plan and organize work.  

 
Education and Experience 
 
Any combination equivalent to: 

 
1. Two years college-level course work in accounting, finance, or related field  
2. Three (3) years experience in the preparation and maintenance of financial and accounting records. 

 
 
 
 
 



 

WORKING CONDITIONS: 
 
Environment: 
 

1. Office environment. 
 
Physical Abilities: 
 

1. Hearing and speaking to exchange information in person and on the telephone. 
2. Dexterity of hands and fingers to operate a computer keyboard. 
3. Vision to read various materials. 
4. Standing for extended periods of time. 
5. Bending at the waist, kneeling or crouching. 
6. Lifting, carrying, pushing or pulling objects up to 20 lbs. 
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