
Central California Almond Growers Association

INCUMBENT OPEN

Position Title: Accounts Payable Clerk Department:  Administration

Classification: Non-Exempt Approved By: 

REPORTING RELATIONSHIPS

Position Reports To: AP Supervisor

Positions Supervised: None 

SUMMARY

Managing accounts payable using accounting software

Gathering new vendors information to input into accounting software

Coding all incoming invoices and uploading invoices into accounting system to process payment

Establishes and maintains relationships with new and existing vendors 

Operates multiline telephone system to answer incoming calls and directs callers to appropriate 
personnel as back up for receptionist 

ESSENTIAL DUTIES AND RESPONSIBILITIES

Accounts Payable

Managing accounts payable using accounting software 

Handling accounts payable for separate entities and vendors

Analyzing workflow processes

Establishing and maintaining relationships with new and existing vendors 

Answer all vendor inquiries.

Ensuring bills are paid in a timely and accurate manner while adhering to departmental 
procedures

Processing due invoices for payments, including employee reimbursements 

Comparing purchase orders, prices, terms of payment and other charges
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Prepare invoice deduction notices, as necessary.

Verify bills from suppliers with bids and purchase orders and approve bills for payment.

Print all accounts payable reports and maintains all accounts payable files.

Ensure that all contractors and sub-contractors have Workers’ Compensation and other 
necessary documents on file.

Provide all CCAGA vendors with necessary Workers’ Compensation and insurance certificates 
as required by law.

Verify bills from suppliers with bids and purchase orders and approve bills for payment.

Administrative Duties

Answer incoming telephone calls, determines purpose of callers, and forwards calls to 
appropriate personnel or department.

Take and deliver messages or transfer calls to voice mail when appropriate personnel are 
unavailable.

Answer questions about organization and provide callers with address, directions, and other 
information.

Welcome on-site visitors, determine nature of business, and announce visitors to appropriate 
personnel.

File various reports and documentation as needed.

Assist Human Resources with the application process, (i.e., distributing packets, checking 
packets, et. al.)

Assist in daily seasonal functions that do not interfere with primary job function.

Help out at scale when needed.

Perform other clerical duties as needed.

COMPETENCY

To perform the job successfully, an individual should demonstrate the following competencies:

Customer Service - Manages difficult or emotional customer situations; Responds promptly to 
customer needs; Meets commitments.
Oral Communication - Listens and gets clarification; Responds well to questions.
Written Communication - Writes clearly and informatively.
Teamwork - Exhibits objectivity and openness to others' views; Puts success of team above 
own interests.
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Organizational Support - Follows policies and procedures; Completes administrative tasks 
correctly and on time.
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats 
others with respect and consideration regardless of their status or position.
Quality - Demonstrates accuracy and thoroughness; Monitors own work to ensure quality.
Safety and Security - Observes safety and security procedures.
Adaptability - Manages competing demands.
Attendance/Punctuality - Is consistently at work and on time.
Dependability - Follows instructions; Responds to management direction; Takes responsibility 
for own actions; Completes tasks on time or notifies appropriate person with an alternate plan.
Initiative - Asks for and offers help when needed.
Innovation - Generates suggestions for improving 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/Experience

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.

Computer Skills

To perform this job successfully, an individual should have working knowledge of:
 Internet software 
 Word Processing software
 Excel Spreadsheet software
 ALMADS software

Certificates, Licenses, Registrations
None

Other Skills and Abilities
None

Other Qualifications

Excellent Customer Service Skills.

Able to work with all levels inside and outside the Association.

Able to work in a fast-paced and potentially high-stress environment.
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MENTAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION

Language Skills

Ability to read and comprehend simple instructions, short correspondence, and memos. Ability 
to write simple correspondence. Ability to effectively present information in one-on-one and 
small group situations to customers, clients, and other employees of the organization.

Mathematical Skills

Ability to add and subtract two-digit numbers and to multiply and divide with 10's and 100's. 
Ability to perform these operations using units of American money and weight measurement, 
volume, and distance.

Reasoning Ability

Ability to apply commonsense understanding to carry out detailed but uninvolved written or oral 
instructions. Ability to deal with problems involving a few concrete variables in standardized 
situations.

PHYSICAL 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.

While performing the duties of this job the employee is regularly required to sit, use hands to 
finger, handle, or feel, and talk or hear. The employee is occasionally required to stand, walk, 
and reach with hands and arms. The employee must occasionally lift and/or move up to 25 
pounds. Specific vision abilities required by this job include close vision, peripheral vision and 
ability to adjust focus.

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 moderate to loud during season. 

I acknowledge that I have read and understand the above job description in its entirety and I’m 
capable of performing all the stated requirements. 

_________________________________________                   _________________________
 Employee Signature      Date
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