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CITY OF TEMPLE, GEORGIA
Job Description

[bookmark: _Hlk160004170]Job Title: 	Accounts Payable/Business Account Services
Department: 	Administration
Pay Grade: 	13 

Major Function and Purpose: This full-time, FLSA non-exempt position reports to the City Administrator and is responsible for a variety of Accounts Payable/Business Account Services duties. The role requires a strong understanding of the City’s financial policies, procedures, office practices, and accounting methods to perform daily tasks effectively.  Must communicate clearly, interact professionally with supervisors and department directors, and prepare concise and accurate written reports.  This position also demands independent judgment, the ability to interpret and apply regulations and procedures, and a solid grasp of departmental terminology and practices.  Strong attention to detail and the ability to maintain positive vendor relationships are essential.  Responsible for collecting business license revenue and enforcing compliance with business license codes within city limits, following federal, state, and local laws.  Ensures compliance through written notices and prepares related documents.  Conducts office and field investigations to identify delinquent businesses and outstanding revenue.  Assist customers with licensing inquiries, process license mailings, and annually set up renewal applications in the system.  Implement retention policies for outdated documents and files.

Duties and Responsibilities: 
· Performs a variety of administrative tasks, both detailed and general, related to Accounts Payable within the Administration Department
· Greets customers and responds to in-person and telephone inquiries
· Reconciles Accounts Payable by entering payment applications, determining payment dates  based on cash flow and discounts, and balancing and posting vouchers
· Processes Accounts Payable invoices and updates the general ledger
· Reviews purchase orders submitted by departments and updates the accounts payable system accordingly
· Communicates with software vendors to resolve accounts payable issues
· Knowledge of basic math, accounting principles, and standard office procedures and practices
· Maintains accurate vendor records, including transferring and purging files as needed
· Provides support in preparing documents for the annual audit
· Maintains and coordinates records related to business licenses and building permits
· Able to apply bookkeeping principles to maintain accurate fiscal and accounting records
· Maintains confidentiality of documents, reports, correspondence, and phone calls
· Carries out related administrative duties as needed and demonstrates strong skills independently planning and organizing work
· Able to establish and maintain effective working relationships with co-workers, other City staff, and the general public
· Oversees the regulation of business licenses and associated revenue
· Collects delinquent business license renewals
· Conducts research through field inspections, system reports, and customer inquiries to identify businesses operating without a valid license
· Assist businesses in verifying whether their reported gross receipts are attributed to sales conducted within the city
· Provide guidance to customers regarding rules, regulations, and laws related to business and beer and wine licensing
· Maintain thorough knowledge of local, state, and federal laws governing business licensing
· Annually receive, calculate, verify, and input all business license renewal applications into the system
· Prepare and maintain monthly and yearly collection reports for submission to Carroll County
· Keep accurate and organized records of all collections and ensure timely follow-up communication
· Remain current on Security Awareness Training requirements through GCIC
· Complete and maintain up-to-date training through National Judicial College 
· Securely file and access background checks in locked office or cabinet; shred all background checks upon license approval
· Maintain current knowledge of the ORI process through the Georgia Bureau of Investigation to facilitate fingerprinting for FBI Criminal History Record information (CHRI) is subject to numerous restrictive laws and regulations
· Promote and maintain high morale and enthusiasm for the City of Temple

Knowledge, Skills, and Abilities
· Interpersonal Communication: This requires the ability to convey or exchange information. It includes giving assignments and /or directions to co-workers. 
· Intelligence: Requires the ability to learn and understand relatively complex principles and techniques; to make independent judgments without a supervisor; to acquire knowledge of topics related to primary occupation.
· Verbal Aptitude: The ability to record and deliver information, explain procedures, and follow verbal and written instructions.
· Motor Coordination: Requires the ability to coordinate hands and eyes using automated office equipment. 
· Interpersonal Temperament: The applicant needs to be able to deal with people beyond giving and receiving instructions, and relate to them beyond giving and receiving instructions. They must also be adaptable to performing under minimal stress when confronted with an emergency. 
· Physical Communication: Requires the ability to talk and/or hear. 

Desirable Qualifications: 
· Minimum High School Diploma or GED equivalent
· 3-5 years of experience in office administration or any combination of education, training, and experience that provides the knowledge, skills, and abilities required to perform the essential functions of the job
· Ability to edit and write documents, and have basic computer knowledge and skills
· Experience in progressively responsible positions in local government administration, public contact, and data processing

License and Certifications: Valid State Driver’s License; First Aid/CPR & AED certification within one year after hire. 

Mental and Physical Abilities: Read and comprehend simple instructions; converse with co-workers and the public; use discretion and insight in carrying out City business; stand, stoop, balance, kneel, crouch, walk, reach, and move up to 20 lbs.; maintain teamwork, problem-solve, and communicate interdepartmentally. 

Physical Demands: The work is performed while sitting, standing, and walking. It will be 100% indoors. The employee must be able to operate a variety of automated office machines, including computers, printers, fax machines, copy machines, telephones, etc. Applicants must be able to use their bodies to work, move, or carry objects or materials. They must also be able to exert up to 20 lbs. of force occasionally and/or up to 10 lbs. frequently. 


This job description does not constitute an employment agreement between the Employer and Employee and is subject to change as the Employer's needs and the job requirements change. 
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