
 
 

Position Announcement  
 

TITLE:  SENIOR ACCOUNTING SPECIALIST - ACCOUNTS PAYABLE               DATE: June 6, 2017 

LOCATION: Home Office, 1525 Post Street, San Francisco, CA 94109 

FLSA: Non-Exempt (Full – Time) 

SUMMARY:  

 Performs a variety of specialized accounting duties including processing vendor invoices, verifying account 

coding, setting up vendor in A/P system, issuing 1099, reconciliations and processing journal entries, in support 

of the Accounting Department and in accordance with  NCPHS policies and procedures.  

 

ESSENTIAL FUNCTIONS: 

 Inputs accounts payable invoices into the accounting system for all NCPHS communities daily.  Reviews for 

accuracy accounts payable tags prepared by other communities.  Ensures all invoices, including utilities and 

check request forms are properly coded and approved.  Reviews NCPHS credit card statements and verifies 

transactions with supporting documentation. 

 Processes weekly accounts payable checks as directed and distributes the checks via US and interoffice mail. 

 Processes all incoming and outgoing accounts payable mail, including ensuring refund checks are properly 

coded and distributed as needed.  Responds to internal and external inquiries on status of accounts payable 

invoices.  Sets up new vendors in the accounting system.  Reconciles vendor statements to ensure invoices 

are paid in a timely manner and any discounts are taken.  Prepares check request forms for purchases from 

outside vendors. 

 Assists Senior Accountants with data entry of journal entries as needed.  

 Assists in training of others NCPHS employees and accountants on how to perform accounts payable 

functions as needed. 

 Performs other work as assigned. 

 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS: 

Intermediate knowledge of accounting practices and procedures.  General knowledge of office procedures and 

use of office equipment. 

Organizational and analytical skills to plan and complete work assignments with minimal supervision and within 

established deadlines.  Proficient skills with Microsoft Office suite of products (Word, Excel, Outlook) and 

ability to quickly learn accounting and property management software applications. 

Demonstrated ability to calculate figures and accurately input data into computer and 10 key calculator.   

Ability to act with patience, tact, and courtesy in dealing with staff and vendors under demanding and difficult 

conditions.  Sensitivity and understanding of the issues related to aging.  

 

PHYSICAL REQUIREMENTS: 

Physical skills and ability to perform work that requires continual sitting, walking, stooping, bending and lifting 

up to 35 pounds. 

 

QUALIFICATIONS: 

High school graduate with additional training in accounting/bookkeeping or a college graduate with a 

concentration in business/accounting.  Minimum of three (3) years of accounts payable or bookkeeping 

experience.  

 

SUPERVISORY RESPONSIBILITY:  None 

 

APPLY TO: Controller by clicking here. 

 

mailto:bong@ncphs.org

