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PUTNAM COUNTY SCHOOLS 
JOB DESCRIPTION 

 
Position:  Accounts Payable Supervisor  
 
Evaluated by:  Service Director of Business 
 
Job Description: The Accounts Payable Supervisor has primary responsibility for accounts payable 

and works cooperatively with the Business Manager/Treasurer to ensure the timely 
processing of invoices and expense requests. 

 
Qualifications: Holds a high school diploma or GED. 
 Holds  “Accountant”  classification. 
 Has knowledge and skills necessary to operate a personal computer. 

Has 12 semester hours of college accounting courses or 8 years of experience 
performing progressively difficult accounting tasks. 

 
Length of Employment: 261 Days 
  
Responsibilities: The Accounts Payable Supervisor shall have the following responsibilities and 

duties: 
 

1. To verify the budget code and vendor address on all purchase orders. 
2. To maintain alphabetical files on completed and pending purchase orders. 
3. To verify invoices with receiving copies of purchase orders with school secretaries, coordinators 

and other appropriate staff. 
4. To notify vendors, as necessary, regarding proper billing and credits of purchase orders. 
5. To receive invoices, audit for accuracy and match with purchase order receipts approved for 

payment. 
6. To organize monthly bills for payment on a prescribed time schedule in accordance with data 

processing procedures. 
7. To maintain a file of paid orders which includes copies of purchase order receipts, invoices and 

check copies. 
8. To sign accounts payable checks, using check signer under the direction of the Business 

Manager/Treasurer. 
9. To mail checks to vendors. 

10. To review and process all travel expense forms. 
11. To assist with preparation, distribution and organization of SBA/bond financial correspondence 

related to construction projects. 
12. To make copies of monthly check register for Board meetings. 
13. To issue county pension checks on a monthly basis to all eligible retirees. 
14. To reconcile accounts including Bond construction, debt service and general current demand 

deposit account. 
15. To assist with office central filing and requests for copies of such files. 
16. To transfer Business Office records to semi-active or inactive storage as appropriate. 
17.  To perform other duties as assigned by the Business Manager/Treasurer or Coordinator of 

Business. 
18. Electronic Warehouse Reports 
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19. Assist with Amazon Policy & Procedures 
 
Work Habits:  The Accounts Payable Supervisor shall exhibit the following work habits: 

1. Maintains work habits that facilitate a positive work environment. 
2. Displays knowledge within assigned area(s) of responsibility. 
3. Maintains, completes and submits required reports in a timely fashion. 
4. Maintains and/or upgrades skills within area(s) of responsibility. 
5. Follows school and county rules and regulations. 
6. Performs duties efficiently and effectively. 
7. Maintains a high quality of work. 
8. Displays behaviors that enhance the development of students. 


