CLASSIFICATION SPECIFICATION: ACCOUNTS PAYABLE CLERK
JOB RESPONSIBILITIES:
Under general supervision, enters fmancial information using data processing equipment into
computer systems; monitors validity of expenses; assists the public in obtaining information in
office; maintains fixed asset file; performs other related duties as required.
QUALIFICATIONS:
Any combination of training and work experience which indicates possession of the skills,
knowledge and abilities listed below. An example of an acceptable qualification for this position
is: Course work in accounting, bookkeeping, secretarial skills; one (1) years experience in
bookkeeping work; demonstrate ability to type, maintain accurate records, or equivalent
combinations of training and/or experience. Must be able to meet bonding requirements of the
State of Ohio.
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ILLUSTRATIVE DUTIES: (The
duties listed below are intended to
depict tasks performed by this
classification.)

KNOWLEDGE, SKILLS AND
ABILITIES necessary to perform duties.

(1) Monitors, verifies and approves
vouchers and documentation submitted for invoice payments and warrants generated by the computer systern for invoice payments; sorts and
stamps and enters into the computer
system data from submitted vouchers;
verifies and imports purchase orders
and vouchers entered remotely by
offices; creates and maintains vendor
numbers; distributes warrants for
· payment of invoices; maintains all
associated files.

(l)Knowledge (a) bookkeeping, (b) data
processing techniques and procedures, (c)
data processing equipment, (d) Ohio
Revised Code (Auditor's duties)*, (e)
office practices and procedures*; skills in
(c), (f) calculator use; ability to (g) carry
out instructions in written, oral form, (h)
deal with problems involving several
variables in familiar context, (i) calculate
fractions, decimals, and percentages, (j)
maintain accurate records, (k) sort items
into categories according to established
methods.

(2) Enters using data processing
equipment all financial activities
(accounts payable) into proper ledger
account control system (receipts journal, appropriations journal, accounts
payable journal, etc); certifies and
enters any appropriation adjustments
properly approved; verifies and
balances all financial reports
generated by computer system against
daily or monthly control system.

(2)Knowledge of(a), (b), (c), (e); skills in
(c), (f); ability to (g), (h), (i), G), and (k).
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(3)Places orders for all supplies and
forms used by the Auditor's office
operation, staff, and secretarial (e.g.,
pencils, copier paper, legal pads, State
of Ohio required forms for taxes and
licenses, etc.); prepares documents
needed for invoice payments for
expenses for which the Auditor's
office is responsible.

(3)Knowledge of(e)*, (1) purchasing;
ability to (g), (h), (i), G), (m)
communicate effectively in written or
oral form.
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(4) Answers inquiries and fulfills
public record requests from taxpayers
and other interested parties pertaining
to accounts payable and other files
maintained by the office.

(4)Knowledge of (c), (d)*, (e)*; skills in
(c); ability to (g), (h), (m), (n) resolve
complaints from angry citizens.
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(5)Assists in other areas of the
Auditor's office as needed (e.g.,
appropriations, homestead
applications, issuance of licenses,
deeds, etc.).

(5)Knowledge of(c), (d)*, (e)*; skills in
(c); ability to (g), (h), (i), G), (k), (m).
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*Developed after employment

