
Job Description

Employee Name:
Job Title: Accounts Receivable Specialist  
Department:                  Accounting 

Reports To:           Accounting Manager 
FLSA Status:          Non-Exempt 
Prepared By:            HR to Go 
Prepared Date:           July 2019

Summary: The Accounts Receivable Specialist will report directly to the Accounting 
Manager. This position will be responsible for all aspects of timely and accurate receivables 
invoicing and cash receipt processing. The Accounts Receivable Specialist will also be 
responsible for a variety of general office responsibilities and duties. 

Employment decisions of personnel will be made solely on the basis of merit, skill, training, 
ability, and qualifications without discrimination with regard to: race, age, color, religious 
creed, gender, genetic information, genetic characteristics, gender identity, gender 
expression, transgender status, religion, marital status, military status, age, national origin 
or ancestry, physical or mental disability, medical condition, pregnancy, sexual orientation, 
or any other consideration made unlawful by federal, state or local laws.

Essential Duties and Responsibilities: include the following. Other duties may be assigned.

• Bills direct and indirect expenses by program to the appropriate funding source. 
• Reviews and calculates indirect costs per program contract in preparation for billing
• Reviews and calculates wages from Paychex Online reports in preparation for direct 

billing of wages per contract requirements. 
• Tracks and follows up on unpaid invoices
• Maintains detailed excel spreadsheets with calculated data as backup to all invoices 

(when applicable per contract) 
• Pulls timecard verifications and paid AP invoice copies as verification of Program 

expenses when necessary.    
• Enters finalized cash receipts and updates accounts receivable ledger by customer.
• Reviews Program P&L throughout invoice creation process. 
• Files receivables check stubs and bank receipts.
• Researches and processes invoice inquiries
• Researches and processes charge backs, returns, and bad checks.
• Assists with related special projects, as required.
• Regular, predictable attendance is required.
• Ability to get along and work effectively with others.

Supervisory Responsibilities: This job has no supervisory duties.



Measures of Performance:  The Accounts Receivable “Clerk”  shall be considered to be 
performing in an acceptable manner when the following have been accomplished:

• Analytical Thinking – Synthesizes complex or diverse information; Collects and 
researches data; Uses intuition and experience to complement data; Makes a 
systematic comparison of two or more alternatives; Notices discrepancies and 
inconsistencies in available information;  Approaches a complex task or problem by 
breaking it down into its component parts and considering each part in detail; 
Weighs the cost, benefits, risks, and chances for success in making a decision; 
Designs work flows and procedures.

• Problem Solving – Identifies and resolves problems in a timely manner; Gathers and 
analyzes information skillfully; Develops alternative solutions; Works well in group 
problem solving situations; Uses reason even when dealing with emotional topics.

• Quality Management – Looks for ways to improve and promote quality; 
Demonstrates accuracy and thoroughness.

• Ethics – Treats people with respect; Keeps commitments; Inspires the trust of 
others; Works with integrity and ethically; Upholds organizational values.

• Organizational Support – Follows policies and procedures; Completes 
administrative tasks correctly and on time; Supports organization's goals and 
values; Benefits organization through outside activities; Supports affirmative action 
and respects diversity.

• Quality – Demonstrates accuracy and thoroughness; Looks for ways to improve and 
promote quality; Applies feedback to improve performance; Monitors own work to 
ensure quality.

• Dependability – Follows instructions, responds to management direction; Takes 
responsibility for own actions; Keeps commitments; Commits to long hours of work 
when necessary to reach goals. Completes tasks on time or notifies appropriate 
person with an alternate plan.

• Initiative – Volunteers readily; Undertakes self-development activities; Seeks 
increased responsibilities; Takes independent actions and calculated risks; 
Identifies what needs to be done and takes action before being asked or the 
situation requires it; Does more then what is normally required in a situation; Seeks 
out others involved in a situation to learn their perspectives; Looks for and takes 
advantage of opportunities; Asks for and offers help when needed.

• Thoroughness – Sets up procedures to ensure high quality of work; Monitors the 
quality of work; Verifies information; Checks the accuracy of own and others work.    

Qualifications:  To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the 



knowledge, skill, and/or ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.

Education and/or Experience:

High school diploma or general education degree (GED); or six to twelve months related 
experience and/or training; or equivalent combination of education and experience. 
Experience and/or knowledge of QuickBooks preferred. 

One year certificate from college or technical school; or three to six months related 
experience and/or training; or equivalent combination of education and experience.

Associate’s degree (A.A.) or equivalent from two-year college or technical school; or six 
months to one year related experience and/or training; or equivalent combination of 
education and experience.

Language Skills:  Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions and procedure manuals.  Ability to write routine reports, and 
correspondence. Ability to speak effectively before groups of customers or employees of 
the organization. 

Mathematical Skills:  Ability to calculate figures and amounts such as discounts, interest, 
commissions, proportions, percentages, area, circumference, and volume.  Ability to apply 
concepts of basic algebra and geometry.

Reasoning Ability: Ability to apply common sense understanding to carry out instructions 
furnished in written, oral, or diagram form.  Ability to deal with problems involving several 
concrete variables in standardized situations. 

Computer Skills:  To perform this job successfully, an individual should have knowledge of 
Internet software and the Microsoft Office Suite of products. Knowledge of basic office 
equipment should include: Internet and email, copy and fax machines, postage meter and 
telephone.       
Certificates, Licenses, Registrations:  A current CA driver’s license and proof of auto 
insurance are required.

Physical and Emotional Demands:  The physical demands described here are representative 
of those that must be met by an employee to successfully perform the essential functions of 
this job. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. The inability to cope with a stressful work environment 
does not constitute a protected disability.

While performing the duties of this job, the employee is frequently required to sit. The 
employee is regularly required to stand; walk; use hands to finger, handle, or feel; reach 
with hands and arms; climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The 
employee must occasionally lift and/or move up to 10 pounds.  



Work Environment:  The work environment characteristics described here are representative 
of those an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.

The noise level in the work environment is usually quiet and noisy at times.

Acknowledgements: I have reviewed and understand the above job description and believe it 
to be accurate and complete.  I also understand that the company retains the right to 
change this job description at any time. I also understand that this job description is not a 
contract for work.  

I certify that I possess all of the “Essential Requirements” of the job outlined herein, except 
as noted here (If none, so state): 

I certify that I am fully capable (with or without a reasonable accommodation) of performing 
all of the essential functions documented herein, and I do not have a physical or mental 
disability that would jeopardize the health and or safety of my co-workers.  

• I do not require an accommodation in order to perform the essential functions of 
this job as indicated in this job description.

• I require an accommodation in order to perform the essential function of this job as 
indicated on this job description.  The accommodation I require is: 
__________________________________________________________________

I understand, and fully agree, that this job description does not constitute a written or 
implied contract for employment and that my employment relationship with the company is 
“at will,” for an unspecified duration, and may be terminated at any time by me or the 
company as specified by Section 2922 of the California Labor Code.

________________________________________ _____________________
Employee’s Signature Date

________________________________________ _____________________
Supervisor’s Signature Date


