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JOB DESCRIPTION 
 

TITLE 
   Accounts Payable Assoc (Tech) 

NUMBER 
    50000402 

JOB FAMILY 
   Finance/Accounting 

GRADE 
    5 

DATE REVIEWED 
   July 2012 

FLSA CLASSIFICATION 
    Non-Exempt 

JOB SUMMARY 
Responsible for processing various types of accounts payable transactions including data entry of vendor invoices, 
employee expense reports and manual check request vouchers. Responsible for responding to vendor inquiries, 
the preparation of monthly general ledger account closing reconciliations, generating accounts payable aging 
reports, and maintaining the vendor master files in the accounting system requests only. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Processes vendor manual and electronic invoices via ERP system. 
 Reconciles vendor account statements. 
 Reconciles Accounts Payable Aging report and follows up on outstanding invoices and credits. 
 Reconciles PO Goods Receipt/Invoice Receipt report. 
 Communicates with vendors and employees regarding invoice processing status. 
 Assists with departmental projects including internal and external data requests. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 2+ years experience of high volume ERP accounts payable processing experience. 
 Demonstrated experience with general ledger account reconciliations including month-end closing processes 

and general knowledge of accounting principles. 
 Experience with the setting up and maintenance of the vendor master file. 
 Strong communication skills both verbal and written. 
 The ability to multi-task and willingness to learn new skills. 
 Type approximately 50 keystrokes per minute. 
 Proficiency with Excel spreadsheets to develop account reconciliations. 
 Team-oriented person who can focus on the details. 
 The ability to deal effectively with tight month-end closing process. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Associate’s degree preferred but not required. 
 Experience in an electronic accounts payable processing environment. 
 Experience in a multi-location company preferred but not required. 

 


