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                    Accounts Payable Clerk 

 
Reports To: Financial Services Manager 
 
Supervises: N/A 
 
Summary:   
 

Primary responsibilities would include performing general accounts payable functions 
that include the process of payments on behalf of the District and to maintain those 
relevant payment records.  Provide accounts receivable support as needed and basic 
administrative support for the reception area including assisting with the telephone calls.    
 
Essential Functions:   
 

 Reviews and manages invoices for appropriate documentation and approval prior to 
payment processing including reconciling invoices to purchase orders, review coding, 
coding of invoices, and coordinate with district staff to procure documentation and 
approvals. 

 Prioritizes invoices according to cash discount potential and payment terms. 

 Processes check requests. 

 Audits and processes credit card and uniform invoices. 

 Verifies vendor accounts by reconciling monthly vendor statements. 

 Corresponds with vendors and responds to all vendor inquiries. 

 Researches and resolves invoice discrepancies and issues. 

 Monitors accounts to ensure payments are up to date. 

 Data entry of payment records, generates checks, obtains all signatures for checks, and 
distributes checks accordingly. 

 Reconciles and maintains the District’s petty cash box on a daily basis. 

 Collects, maintains, and issues all vendor 1099s, W9s, and submits tax exempt certificates 
to vendors including setting up accounts with vendors or in the accounting system. 

 Maintains the District’s vehicle titles, insurance cards and registrations. 

 Maintains records of certificate of insurance for outside services. 

 Files and maintains records of vendor accounts, A/P registers and other files according to 
CRMWD records retention policies and procedures. 

 Provides supporting A/P documentation for annual and insurance audits. 

 Proficient in MS Office Outlook, Excel, Word required and prefer experience in relevant 
accounting software. 

 Sorts and distributes the District’s daily mail. 

 Records cash collection receipts and is backup support to Accts. Receivable as needed. 

 Provides basic administrative support including receiving telephone calls, assist with the 
reception area for incoming customers and routing inquires.  

 Ability to effectively communicate both verbally and in writing. 

 Ability to work as a team member in a team environment and works closely with the 
Financial Services Manager. 
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Coordination and Communication:   
 
Activities of the District require continual communication and coordination.  Communication and 
coordination may include Managers, District staff, customers, landowners, consultants, vendors 
and the general public.  If unusual or emergency situations arise, the appropriate person(s) should 
be notified as soon as possible.    
 
Education, Training, and Knowledge:   
 
Position requires over two to three years experience.  Education requires knowledge of a specific 
vocational or technical nature involving accounts payable and general office skills with basic 
accounting principle knowledge that may be obtained with two years of training past the high 
school equivalency.  Proficient in data entry. 
 
Skilled in the operation of personal computers with proficiency in software applications including 
Microsoft Office Outlook, Word, Excel and relevant accounting software preferably with an ERP 
system. 
 
Competencies: 
 

 Organizing and prioritizing 

 Attention to detail and accuracy 

 Confidentiality 

 Judgement 

 Communication 

 Problem-solving 

 Team work 
 
Certification or License:   
 
A valid Class C Texas Driver License to drive for District business. 
 
Equipment Used:   
 
Personal computer, accounting system, electronic calculator, communications equipment, 
automobile  
 
Physical / Mental Demands:   
 
Requires the ability to read, write, reason, and communicate at such a level that management 
decisions can be made accurately and timely.  Position requires the necessary speaking skills to 
communicate with the District’s customers and general public.  May require exerting up to 10 lbs. 
occasionally or negligible weights frequently; sitting most of the time.  May require some travel, 
training and overnight stays.   


