The Maryland-National Capital Park and Planning Commission
TITLE:
SERIES:

Accounts Payable Supervisor
Accounting and Finance

GRADE: G

CODE: 2130
DATE: 1/13/88

Class Definition
Under direction, supervises Accounts Payable Unit to perform difficult,
Commission-wide accounts payable work, involving considerable
responsibility, complexity, and variety. Works in the Finance
Department. Audits, verifies, and processes vendor invoices for
payment. Performs most difficult accounts payable work and substitutes
for regular staff. Resolves payment disputes. Performs other related
duties as assigned.
Examples of Important Duties
1.

Supervises Unit. Plans, schedules, and assigns work. Evaluates
work and counsels staff on ways to improve performance. Selects
and trains staff. Initiates disciplinary action. Approves time
cards and leave requests.

2.

Plans programs. Defines goals and objectives for Unit. Sets
standards. Develops policies and procedures. Sets priorities for
payment. Reviews and approves vouchers for payment. Coordinates
work with other Commission units.

3.

Coordinates externally. Responds to inquiries from Commission
units, vendors, and contractors regarding status of invoices and
payments. Investigates and resolves disputes (e.g., price
differences, short shipments, proofs of delivery, discounts, late
payment fees).

4.

Pays bills. Performs difficult and complex accounts payable work
(e.g., problem accounts) and substitutes for regular Accounts
Payable staff. Matches each invoice to purchase order and receipt.
Checks billing accuracy (e.g., proper month, no duplicates, type
and amounts ordered, prices, arithmetic, signatures). Deducts
deliveries from open purchase orders. Record data in log book by
batch number. Adds batch totals. Sends bills to Data Processing
Unit for data entry. Checks accuracy of computer printouts. Makes
corrections to printouts. Drafts voucher for payment. Makes
adjusting journal entries to update accounting records (e.g.,
correct account number, discounts, cancellations). Reconciles
monthly statements. Corrects records.

5.

Keeps records. Maintains records of time sheets, purchase orders,
invoices, receipts, and other documents for Unit. Writes periodic
administrative reports.

The Maryland-National Capital Park and Planning Commission
TITLE:

Accounts Payable Supervisor

GRADE: G

CODE: 2130
DATE: 1/13/88

Important Worker Characteristics
A.

Considerable knowledge of (l) accounts payable; (2) bookkeeping;
(3) Commission organization;* (4) Commission policies and
procedures;* (5) equal employment opportunity; (6) Merit System
regulations;* (7) office practices; (8) supervision.

B.

Skill in operation of (l) calculator.

C.

Considerable ability to (l) apply principles to solve practical
problems; (2) calculate fractions, decimals, and percentages; (3)
read routine reports and correspondence; (4) write routine reports
and correspondence; (5) use proper spelling, punctuation, and
grammar; (6) speak clearly; (7) organize work efficiently; (8)
provide courteous service.

* Developed primarily after employment in this job class.
Minimum Qualifications
1.

High school graduation or GED, which included, or was supplemented
by courses in accounting, bookkeeping, or related subjects; or two
years of progressively responsible accounting or bookkeeping
experience; and

2.

Three years of progressively responsible accounts payable
experience, at least one of which included some supervision of
others; or

3.

An equivalent combination of education and experience.

Working Conditions
Works in office. Considerable pressure to meet deadlines.

