
 

 

ACCOUNTS PAYABLE CLERK 
 

The Accounts Payable Clerk will be responsible for inputting receiving’s into computer & organizing paperwork, 

attaching invoices to purchase orders, inputting invoices into computer daily, run daily reports for invoices in 

the system, run checks weekly to pay venders, check venders statements, filing, and any other tasks assigned. 

ESSENTIAL FUNCTIONS & RESPONSIBILITIES INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING: 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  

 Reconciles processed work by verifying entries and comparing system reports to balances. 

 Charges expenses to accounts and cost centers by analyzing invoice/expense reports;    

 recording entries 

 Pays vendors by monitoring discount opportunities; verifying federal ID numbers; scheduling   

and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies 

and documentation; insuring credit is received for outstanding memos; issuing stop-payments  

or purchase order amendments 

 Pays employees by receiving and verifying expense reports and preparing checks 

 Maintains accounting ledgers by verifying and posting account transactions 

 Verifies vendor accounts by reconciling monthly statements and related transactions 

 Disburses petty cash by recording entry; verifying documentation 

 Reports sales taxes by calculating requirements on paid invoice. 

 Protects organization's value by keeping information confidential 

 Accomplishes accounting and organization mission by completing related results as needed 

PRE-REQUISITES 

 Must pass pre-employment background, physical and drug screen 

 Minimum 1 year experience in Accounts Payable  

 Produce knowledge a plus – i.e. fruits & vegetables, organic & conventional 

 Read, write & effectively communicate verbally in English (bilingual a plus) 

 Perform basic arithmetic (i.e., addition, subtraction, multiplication, and division) and uses basic 
numerical concepts (e.g., whole numbers, percentages) to complete job tasks 

 Must be computer literate and proficient with common computer applications such as Microsoft 
Word, Excel, PowerPoint, and Outlook email 

 10-key proficiency 
 
BENEFITS 
Medical, Dental & Vision insurance, paid vacation, paid sick leave, 7 paid holidays, 401k plan, bonuses, life 
insurance. 
 
EEO STATEMENT 

WCPI provides a fair and equal employment opportunity for all employees and job applicants regardless of 
race, color, religion, national origin, gender, sexual orientation, age, marital status or disability. We expect and 
require the cooperation of all employees in maintaining a discrimination and harassment-free work 
environment. 


