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The Ohio State University
POSITION DESCRIPTION


Name:		Position #:	
Employee ID:		Jobcode/Classification:	4647 Fiscal Associate
Effective Date:		Working Title:	Accounts Payable Specialist


Class Indicator:	Unclassified	Position Status:	Approved
Salary Admin Plan/Range:	BCP / A2	Status Date:	6/22/2014
FLSA Status:	Nonexempt	Headcount:	1
Senior A & P:	No	Target/Hiring Range:	$16.00 to $19.00 per hour
Reg/Temp/Term:	Regular	Long Term Closure Code:	Essential
Full-Time/Part-Time:	Full-Time	Short Term Closure Code:	Essential
Appointment Length:	52/52 Weeks	Standard Hours:	40


College/VP Office:	Office of Student Affairs	1) Reports to Position #:	00055486
Department:	D5206  Dining Services	Working Title:	Business Manager 2, Dining Srv
Position Organization:	52206  Dining Services Admin	2) Reports to Position #:	
	Working Title:	


Detailed Job Description:

Under supervision of the Business Manager, performs specialized document processing of vendor invoices for all Operations of Dining Services; organizes, verifies for accuracy, and files vendor invoices; contacts vendors for duplicate invoices to replace missing invoices; ensures timely delivery of documentation to Student Life Fiscal Support Services and Central Accounts Payable for payment processing; reconciles vendor account statements; utilizes Workday to research and reconcile accounts;  serves as department contact regarding vendor invoices and responds to informational requests; processes payments or cash reconciliation; responds to information requests from supervisors; may provide backup approval for Workday requisitions and requests, back up processing of travel requests; ensures accuracy with vendor invoice remittance; completes check deposits.    

Duties Description:

	Duty Pct
	Duty Description

	65
	Organizes, verifies for accuracy, copies and files vendor invoices and packing slips; contacts vendor for duplicate invoices; ensures timely approval of vouchers for payment in PeopleSoft; reconciles vendor account statement; utilizes PeopleSoft and e-Reports to research and reconcile accounts; maintains match exception report to ensure timely payment of invoices; reviews blanket POs and issues change orders; complies with university and Student Life policies and procedures.    

	25
	Serves as departmental contact regarding vendor invoices; responds to requests or changes from Fiscal Support Services; processes payments or cash reconciliation; responds to information requests from supervisors; back up approves e-Requests, back up processing of travel requests; ensures accuracy with vendor invoice remittance; completes check deposits; pulls reporting from workday to verify and reconcile data.    

	10
	Other duties as assigned    





The Ohio State University
POSITION DESCRIPTION


Name:		Position #:	
Employee ID:		Jobcode/Classification:	4647 Fiscal Associate
Effective Date:		Working Title:	Accounts Payable Specialist


Supervises:	0 Mgrs/Dirs	0 Non-Supervisory Prof Staff	0 Students
	0 Supervisors	0 Support Staff

Minimum Education Requirement:	Bachelor's Level Degree or equivalent educ/exp
	#1 Major:		#2 Major:	

Additional Education Desired:	 
	#1 Major:		#2 Major:	

Experience:

Required: Bachelors degree in Accounting, Finance or an equivalent combination of education and experience; customer service experience, strong interpersonal/communication skills. 

Desired: Experience with PeopleSoft Human Resource Information System; strong experience using Microsoft Excel, Word, Access; organizational and project planning/prioritization skills; experience with accounting systems and fiscal procedures and Workday; knowledge of university policies and procedures, experience in dining and/or hospitality industry. 





I have reviewed these job duties (Staff Member)	Date




Supervisor/Manager	Date





Unit Coordinator/HRP	Date




Office of Human Resources Approval	Date 





