MASSILLON CITY SCHOOL DISTRICT
JOB DESCRIPTION
2018

Position:	Accounts Payable Coordinator

Reports To:	Treasurer

Job Objective:	To provide administrative support to the financial operations of the school district.

Minimum Qualifications:	
· Associate Degree in the areas of business administration/accounting or equivalent work experience.
· A record free of criminal violations that would prohibit public school employment.
· Experienced and proficient with Microsoft Office.
· Ability to accurately compute and record mathematical data.

Responsibilities:	
· Processes invoices for payment.
· Assists buildings with purchasing procedures.
· Prepares and distributes 1099 forms at the end of the calendar year.
· Student activity expert in the Treasurer’s Office to assist building staff with development of student activity budgets (purpose of statement and budget forms).
· Assists auditors when necessary.
· Provides backup for the Assistant to the Treasurer as necessary.
· Provides assistance and cross training for Accounts Receivable Coordinator and Payroll Administrator.
· Serves as backup for Accounts Receivable for conversion of requisitions to purchase orders.
· Verifies open purchase orders with Accounts Receivable Coordinator before the close of the quarter and year.
· Works cooperatively with all employees and outside vendors.
· Reviews requisitions for accuracy.
· Assists with close out of monthly, quarterly, and annual programs.
· Reconciles monthly Payroll checks.
· Perform all other duties assigned by the Treasurer.
· The above list is to be used as a base of the major responsibilities of the position and therefore not to be viewed as an all-inclusive listing.
Length of Contract:  	260 Days
Salary:			Competitive salary with excellent fringe benefits.
[bookmark: _GoBack]Deadline for Applying:	September 5, 2018
Starting Date:		Negotiable

The Massillon City School District Board of Education is an equal opportunity employer.  This job description identified general responsibilities and is not intended to be a complete list of all duties performed.  This document is subject to change in response to student demographics, staffing factors funding variables, modified operating procedures, and other unforeseen events.  
