
 
 

     
 

    
                                                            
      
     
       
     
       
      
        
     
 

     
 

       
                                                             
                                                             
     
 
 

  

  

            

               

  

  

             

  

                 

        

  

            

            

  

            

  

         

  

       

  

        

 

          

  

           

  

        

CHISAGO LAKES SCHOOLS, ISD #2144 

TITLE: Accounts Payable 

QUALIFICATIONS: 1. High School Diploma or equivalent required. Knowledge of 
Bookkeeping and accounting procedures. 

2. Must be able to multi-task 
3. Must have strong skills in technology, interpersonal communications 
and organizations. Able to deal courteously and tactfully with district 
employees, vendors and public. 
4. Demonstrated ability to handle numerous and diverse tasks and to 
Meet deadlines. Ability to lift 50 pounds. 
5. Such alternatives to the above qualifications as the Board may find 
Appropriate and acceptable. 

REPORTS TO: Director of Business Services 

JOB GOAL: Review and code district expenditures and process accounts payable 
accurately and promptly; and to assist in the dissemination of needed 
district information. To effectively coordinate all tasks and concerns 
relating to accounts payable. 

PERFORMANCE RESPONSIBILITIES: 

1. Oversee and process computer generated purchase orders for the entire school district including typing, coding, 

vendoring, entering in computer and mailing. Maintaining files for same, i.e. maintaining an accurate vendor 

listing. 

2. Confirm receipt of all orders, verify all invoices, record entries in computer and prepare vouchers for payment. 

3. Communicate between staff and vendors to clear up shortages or shipping errors on orders received. Check for 

billing errors on invoices, i.e. sales tax, duplicate charges, etc. 

4. Process all accounts payable checks at least twice each month. Prepare reports for the School Board and Director 

of Business Services. Prepare, review for accuracy and mail out checks. 

5. Verifies and reports 1099’s for vendors not on payroll system at calendar year end. 

6. Answer questions for the auditors concerning accounts payable. 

7. Provides accounts payable services for TRIO Wolf Creek Charter School. 

8. Assists all school personnel with approved purchases made through the district office. 

9. Provides assistance to staff in regard to the finance system. 

10. Act as front desk/phone backup in the absence of the primary and secondary receptionists. 

11. Maintain confidentiality as per mandated data privacy laws. 



  

         

 

       

 

       

 

      

 

             

  

  

            

  

             

       

  
   

     

12. Assume duties as the needs arise so that the District Office can function properly. 

13. Input data into payroll system to generate employee reimbursements. 

14. Acts as a backup to accounts receivable. 

15. Processes all bond application payments and requests. 

16. Refills postage machine and works as a backup to sorting and rerouting incoming and outgoing mail, deliveries, 

freight, UPS, etc. 

TERMS OF EMPLOYMENT: Salary and work year to be established by the Board of Education. 

EVALUATION: Performance of this job will be evaluated annually in accordance with the provisions of the Board’s 
policy on evaluation of non-certified personnel. 

[ 7-14-2014/10-8-2014/12-2021] 


