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AUDIT/ ACCOUNTS PAYABLE SPECIALIST

DISTINGUISHING FEATURES OF THE CLASS:  

This position is responsible for the maintenance of a county-wide purchase order system, and involves responsibility for assisting the County Auditor with the administration of the purchasing program.  This involves reviewing, editing, and processing purchase orders for equipment, supplies and services, in accordance with State Law and local policies.  Work is performed under the general supervision of the County Auditor and County Administrator with considerable leeway allowed for the exercise of independent judgment within the limits of established laws and policies.  Supervision is not a duty of this position.  Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Maintains a County-wide purchase order system;

Examines purchase orders and vouchers for cost effectiveness, accuracy, and adequate funds;

Reviews department purchase orders for the purchase of equipment, supplies and services;

Checks claims for legitimacy, duplicity, accuracy, vendor’s signature and department head approval;

Logs in vouchers and purchase orders;

Ensures compliance with State Purchasing Laws and County policies by reviewing and editing requisitions in accordance with laws and policies;

Contacts or receives inquiries from vendors and staff concerning payment and explains payment policy guidelines;

Prepares information regarding schedules and warrants for fiscal reports;

Maintains contact with vendors by telephone or correspondence;

Maintains a file system for tracking purchase orders, vendors and other pertinent information related to purchasing;

Files claims for payment for goods and services;

Completes routine office tasks such as filing, copying, and mailing;

May perform a variety of other clerical duties such as sorting, indexing, posting of payments and sorting mail.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL CHARACTERISTICS:  

Thorough knowledge of modern accounting principles and practices;

Good knowledge of modern principles and practices of purchasing and of office procedures;

Good knowledge of State and County purchasing laws, policy and terminology;

Good knowledge of business arithmetic;
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Ability to review the work of others for the purposes of accuracy;

Ability to prepare and maintain accounting records and reports;

Ability to follow complex oral and written instruction;

Ability to make arithmetic computations rapidly and accurately;

Ability to pay close attention to details;

Ability to establish and maintain effective working relationships with various County personnel and labor unions;

Sound accounting judgment;

Initiative, resourcefulness, tact, and courtesy;

Ability to manipulate an alphanumeric keyboard, such as a personal computer for the purposes of retrieving information, and/or composing letters, memos or other related documents;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

A.
Graduation from a regionally accredited or NYS registered college or university with an Associate’s degree in accounting, business administration or closely related field and one (1) year full-time paid or its part-time equivalent experience in accounting or business administration; OR

B. Graduation from high school or possession a high school equivalency diploma, and three (3) years experience in accounting or business administration; OR

C. An equivalent combination of training and experience as defined by the limits of (A) and (B) above.

