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JOB DESCRIPTION


	JOB TITLE:
	Accounts Payable Specialist
	JOB GRADE:
	C13
	FLSA:
	Non-Exempt

	BRANCH/

DEPT:
	Home Office
	REPORTS TO:
	Accounting Dept. Manager
	REV. DATE:
	10-19-06

	SUMMARY:

Review and process Fidelity Bank, Fidelity BancShares and  other subsidiaries’ invoices and employee expense reports accurately and in a timely manner for payment. Process sales and use tax for various states on a monthly basis.  Obtain W-9s and process 1099 reporting. Utilize accounts payable software; check writing software and other PC software as necessary on a daily basis.  Prepare invoices for imaging.  Interface and monitor ACH and general ledger transactions.   Handle internal as well as vendor and senior management payables inquiries.  Assist with numerous state sales tax audits, internal and external auditors, and federal and state auditors.
REQUIREMENTS:

· Requires an Associates Degree in Accounting and a minimum of 2 years accounts payable experience, preferably in the banking environment.  

· PC skills of Excel, WinWord, Outlook, and any accounts payable systems experience helpful along with federal and state regulatory knowledge of 1099 reporting and sales taxes.  
· Excellent customer and oral communication skills, attention to detail, problem solving and general fed and state regulatory knowledge.



	PRINCIPLE ACCOUNTABILITIES:

· Prepare and process the Bank's invoices (reviewing for validity of payment, proper coding and authorization).  Ensure that all sales taxes are paid properly on all invoices as well as 1099 requirements met.
· Handle all accounts payable inquiries from the branches, departments, vendors, senior management, etc.  Data entry of Accounts Payable invoices for three accounts payable companies.

· Prepare and mail sales and use taxes payments and reports for two states.

· Maintain and balance to general ledger the system's recurring, prepaid and future expense reports.

· Prepare and mail all expense checks, tax identification request letters and update system when letters are returned.  

· Other job duties as needed.


	The above statements are intended to describe the general nature and level of work being performed by people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.

Affirmative Action/Equal Opportunity Employer
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