Wixon, Inc.

Job Description


Job Title:  Accounts Payable Specialist
	Department:  Accounting
Reports to:  Accounts Payable Supervisor

	Classification:  Non-exempt
Job Code:  05A337AP
Created/last revised:  2/23/2006 10:06 AM


Job Summary:       
To provide support necessary to pay the obligations of the company.  General supervision of the position is exercised by the supervisor for invoice processing.

Essential Functions:  
1.  Process all mail for assigned vendor base.

2.  Match and verify invoices with purchase order/purchase requisitions and receiving documentation.

3.  Verify proper authorization on purchase requisitions.

4.  Code all invoices with vendor code, payment date and general ledger codes.

4.  Forward all non-inventory invoices to the Accounts Payable Supervisor for review of general ledger codes and supporting documentation.

5.  Code and check all internal expense reports for proper documentation; cash as well as corporate credit card, forwarding to the Accounting

     Manager.

6.  Voucher all invoices and expense reports for payment.

7.  Print checks for all invoices that require payment.

8.  Responsible for attaching checks to corresponding invoices and forwarding to Accounting Manager or CFO for review and signature.

9.  Responsible for stamping invoices with appropriate paid date and filing into vendor file.

10.  Process account adjustments, manual checks, voided checks, zero checks and wire transfers.

11.  Process rejected material returns.

11.  Continuous review of vendor statements, including verification for payment of invoices listed oustanding and working closely with multiple  

       departments and/or vendors to rectify invoices including questionable discrepancies.

12.  Verify w-9s are on file for all vendors and request missing documentation.

13.  Reconcile assigned general ledger accounts monthly, quarterly and annually at year end.

14.  Purge vendor files annually for storage.

Additional Responsibilities:  
May serve as backup to Receptionist.  Performs other duties and projects as assigned.
 

Qualifications:  
High school graduate or equivalent.  Associate degree preferred.  Previous accounts payable or general accounting experience.  Excellent written and communication skills.  Strong computer skills.   High level of speed, accuracy and organizational skills necessary.
  

Quality:  

· Must possess, demonstrate and follow all instructions, procedures and guidelines set forth in all applicable Wixon/ISO/department policies to assure continued quality product is produced. 

Physical Demands:  
none listed

Working Conditions:  
Normal front office conditions with occasional exposure to hazards of an industrial environment including noise, dust, hazardous materials, machinery and lift equipment.

Company Policy:  

· Must follow company policies as outlined in quality and safety procedures and the Wixon, Inc. employee handbook.
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