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JOB DESCRIPTION 
 

TITLE 
   Supervisor Accounts Payable 

NUMBER 
    50013829 

JOB FAMILY 
  Finance/Accounting 

GRADE 
    8 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
   Exempt 

JOB SUMMARY 
The job is responsible for the supervision of the Accounts Payable Associate staff including the hiring, training, and 
assigning and directing the work flow of the staff.  The job is also responsible for planning, organizing and control of 
process flow and payment of obligations and adherence to AP policies and procedures.  In addition, the Accounts 
Payable Supervisor gathers and reports on the department's processing metrics including determining relevant 
statistical data to measure. This position requires regular communication to internal and external customers, 
proposals to management for process improvement solutions, ad-hoc report development for special projects and 
oversees the month end closing process including approval of journal entries and account reconciliations. 
 
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 
 Employee Safety, Development & Team Building - Providing employees with coaching, feedback, and 

developmental opportunities and building effective teams: 
 Demonstrates a passion for safety. Promotes and supports a culture of total safety including eliminating 

at-risk behaviors by conducting safety audits and inspections, eliminating hazards and near misses, and 
attending safety meetings. 

 Sets clear expectations and holds employees accountable for performance as well as safety 
goals/targets where applicable. 

 Oversees training and development of employees directly and indirectly managed and makes effective 
staffing decisions. Ensures required training is successfully completed. 

 Challenges and inspires employees to achieve business results.  
 Accountable to ensure employees adhere to legal and operational compliance requirements, as well as 

safety standards.  
 Conducts and ensures the completion of performance reviews. 
 Provides coaching, direction and leadership support to team members in order to achieve employee, 

business, customer and safety results. 
 Responsible for day-to-day operations of the Accounts Payable department including:  

 supervision of Accounts Payable Associates • oversight of invoice processing  
 executing payment runs  
 responding to vendor and auditor inquiries and requests  
 review of vendor master file maintenance  
 annual unclaimed property reporting  
 review of imaging system errors  
 reconciliation of various general ledger accounts related to payment processing and month-end accrual, 

monthly, quarterly, and annual closing process, journal entry postings. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Bachelors Degree in Accounting or Finance or equivalent combination of education and/or experience  
 5+ years experience of accounts payable processing experience.  
 1+ years of supervisory experience.  
 Demonstrate experience with general ledger account reconciliations including month end closing processes 

and general knowledge of accounting principles.  
 Experience with the set up and maintenance of the vendor master file.  
 Knowledge of Excel, Access, Word and Oracle.  
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 Strong communication skills both verbal and written.  
 The ability to multi-task and willingness to learn new skills.  
 Advanced Excel spreadsheet capabilities.  
 Proficiency with Access data base development.  
 Team oriented person who can focus on the details.  
 Proven results oriented goal developed for staff.  
 The ability to deal effectively with tight month-end closing process. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Experience in the high technology sector is preferred.  
 Experience in a high volume electronic accounts payable processing environment.  
 Experience in a multi-location company preferred.  
 Accounts Payable Certification.  
 Experience with Unclaimed Property reporting.  
 

 


