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Job Description

Job Title:
Accounts Payable/Receivable Specialist
Job Code:
JE1001
Job Grade:
J15
SJC Code:
TBD


Reports to:  
Designated supervisors/managers
EEO-1/Job Family:
Clerical
Supervises:
None
Created/Revised:
August 16, 2005
Ed/Exp:
HS/3
Travel:
None
Lic/Cert:
None
Environment:
General Office


Objective:  To credit revenue received or debited to and/or from various financial accounts.  To maintain accurate financial statements in conformance with accounting requirements and principles.  To maintain the integrity and confidentiality of all financial data, research and analysis.
Essential Functions:
1. Maintains, as established, a complete set of records to show accounts payable and/or accounts receivable activities and other financial transactions, as directed.

2. Matches invoices received against purchase orders/requisitions.  Pays and files invoices and/or prepares outgoing invoices from charge slips and forwards to customers.

3. Examines and verifies data, distributes financial data including checks, and posts to accounts.  Maintains cash books, trial balances, daily journals and ledgers, prepares bank deposits, disbursements vouchers, customer statements, and other financial records, as directed.

4. Communicates and acts in compliance with company policies, Generally Acceptable Accounting Procedure (GAAP), and applicable regulations.

5. Examines a variety of financial statements and documents for completeness, accuracy, and conformance with accounting requirements.

6. Prepares designated reports within established deadlines.

7. Analyzes and reconciles general ledger and/or other designated accounts for accurate crediting or debiting of accounts, including adequate backup and source information.

8. Identifies account payable/receivable issues, researches possible solutions, and presents recommendations to management.    

9. Prepares accounting procedures for review, as directed.

10. Recommends and implements changes to accounts, reports and system process, as directed.

11. Contacts, as directed, customers/clients to: reconcile billing errors, for non-receipt of invoices, to receive or make payments, and other financial transactions or problems.  Files financial data, follows-up on past due accounts, conducts research, and responds to account inquiries, as scheduled, required or requested.

12. Acts as a liaison to staff on designated financial activities, as directed.

13. Develops and maintains effective working relationships with general accounting and other departments.

14. Acts to consistently ensure the accuracy, confidentiality and security of designated financial records.

15. Keeps the immediate supervisor informed of all exceptions, variances or violations to established DPS financial policies, practices and procedures.

16. Provides training, technical direction and guidance on accounts payable/receivable and related financial procedures and practices, as directed.

17. Collects, reviews and processes financial information.  Produces financial reports, as directed.

18. Performs various general office duties, including: data entry; maintenance of business records; review and completion of forms and applications; filing, distribution, posting, and mailing of correspondence; computation and adjustment of routine fees, charges, billings and reimbursements; and scheduling and termination of services, as directed.

19. Maintains both the integrity and confidentiality of all data, research and analysis, as directed.

20. Provides technical direction and guidance on AP/AR to designated staff and management, as directed.
21. Performs other related duties, including special projects, as requested or required.

Education/Experience: Graduation from High School or equivalent, with an emphasis in general accounting principles and business administration.  Three (3) or more years of related experience, preferably within an aviation or marine financial services environment.  Demonstrated proficiency with various proprietary state-of-the-art data base systems for management of finance, payroll, and materials management.  Demonstrated proficiency conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated proficiency with Microsoft Office.  Demonstrated proficiency with Oracle applications is desired.  Demonstrated proficiency maintaining an accurate and current inventory of traditional paper and electronic data.  Demonstrated effective and diplomatic oral and written communication skills.   
Licensure/Certification: None.

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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