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WA LOCAL GOVERNMENT ASSOCIATION

POSITION DESCRIPTION

Position Title:
Accounts Payable Officer 

Team:


Finance 
Reports to:

Finance Manager 

Function:

Corporate Business Solutions
Tenure : 

1 Year Performance Based Contract
1
POSITION OBJECTIVES

1.1
Objectives of Position:
· Maintain and control the Creditors System (accounts payable)
· Check and process Purchase Orders
· Maintain costing information and other financial records
· Provide assistance to staff on correct coding of invoices

1.2
Within Unit:

· Provide support to the Finance Officers and the Finance Manager
· Provide assistance with leave relief and peak work loads 
· Contribute to the development and overall objectives of the Unit.
1.3
Within Organisation:

Assist in the provision of a service for the delivery of customer focused financial information and management services to all staff of the Association.

2.
REQUIREMENTS OF THE JOB

2.1
Skills

· Good keyboard and data entry skills

· Developed numeracy skills

· Time management and organisational skills

· Good verbal communication skills

· Public relations skills

2.2
Knowledge

· Working knowledge of accounting principles
· Working knowledge of bookkeeping

· Working knowledge of computerised accounting systems
· Conversant with current superannuation and PAYG taxation procedures. (desirable)

· Sound working knowledge of payroll processes, preferably with MicroPay. (desirable)

2.3
Experience

· At least two years accounting experience

2.4
Qualifications

· Completion of Year 12 with English and Maths

3
KEY DUTIES/RESPONSIBILITIES
Accounts Payable

· Receive, check and process Purchase Orders for goods or services.
· Ensure prompt and accurate matching of invoices to orders.

· Verification of computations, verification of correct authorisations and goods or services received notification.
· Assist staff with using the correct accounting codes and provide basis code verification reviews.

· Notate invoices and standing Purchase orders to control part deliveries.
· Process creditors invoice details in the creditors system.

· Process creditor payments and the required cheque runs.

· Ensure Creditors Ledger reconciles to General Ledger.

· Allocate / distribute expenditure to user programs for multiple user accounts.

· Advice the Finance Team of the need for new general ledger codes as required.
· Maintain the accounting system code lists for distribution to staff.
· Provide relief to Debtors/Payroll Officer when required.

· Asset Management – copy capital invoices and source documents and prepare analysis of capital costs.

· Grant expenditure source documentation copying and filing.

· Maintain the Petty Cash system.

4
ORGANISATIONAL RELATIONSHIPS:

4.1
Responsible to:



Finance Manager 


4.3
Internal:


Finance Officers
Executive Managers, Managers and Staff


4.4
External


Local Governments and other suppliers


Other Local Authorities



Banks


Auditors
5
EXTENT OF AUTHORITY

This position ensures accuracy of authorisations, coding and costing data in the general accounting/financial systems by direct communication with all Executive Managers, Managers and staff.

Ensure accuracy of costing data in the financial system using creative problem solving and proactive early intervention.
The position has the requirement for and authorisation to reject source purchasing documentation if not properly completed in accordance with the policies and procedures of the Association.
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