George County School District

Job Title: Accounts Payable Specialist

® Knowledge of basic accounting principles, accounts

Skill in using accounting and financial software systems.
Ability to maintain accurate records and meet payment deadlines.
Ability to communicate effectively with vendors and district

Ability to maintain confidentiality and work collaboratively within the Business Office.

Minimum Qualifications:
® High school diploma or equivalent required.
® Experience in accounts payable, accounting, data entry, or business office support preferred.

® Proficiency in accurate data entry and basic computer applications, including accounting or financial
software systems.

® Good verbal and written communication skills for interaction with vendors and district staff
® Ability to follow established procedures, maintain confidentiality, and meet deadlines.

Reports To: Chief Financial Officer
Supervises: N/A
Duties & Responsibilities:

® Review, process, and pay vendor invoices for the entire district in accordance with district policies and
applicable state and federa] requirements.

e Verify invoice accuracy, required approvals, account coding, and supporting
payment.
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FLSA Status: Non-Exempt

DISCLAIMER: The preceding job des
of work performed by employees within
a comprehensive inventory of all duties,
job.

cription has been designed to indicate the general nature and Jevel
this classification. It is not designed to contain or be interpreted as

responsibilities, and qualifications required of employees to this

Employee’s Printed Name

Employee’s Signature & Date

Supervisor’s Signature & Date
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