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Accounts Payable Specialist
Location: Chicopee
Salary Range (Min to Max):    $13.31 - $22.19 per hour                       
Hours: 40 hours per week
Summary Position Description:  Responsible for insuring proper payment of invoices within prescribed guidelines. Maintain an organized filing system.  The A/P Specialist will Process, record and deposit daily cash receipts.

   Job Responsibilities: 
  Prepare invoices to be vouchered – including account coding, proper payment authorization and taxability.
Prioritize input of invoices ensuring they are paid on time while maximizing the availability of cash.
Maintain accuracy of 1099 information.
Handle other A/P duties including: responding to status inquiries, resolving invoicing issues with vendors, and filing of invoices. The A/P Specialist must have a strong knowledge and understanding of our accounts payable system. Must be able to add a new vendor, look up a payment, inquire on a payment status, correct a voucher and void a payment.
Maintain checks outstanding worksheet and reconcile to monthly bank statement by published deadline.
Provide Business Office staff with daily commercial cash receipts control totals and supporting documentation. Open, sort and process daily cash payments.  Identify and record cash receipts not related to patient accounts. Prepare daily bank deposits for all locations, including counting of cash, preparation of deposit tickets, and preparation of Excel spreadsheet for tracking of deposits. Resolve discrepancies. Fulfill audit requirements by requested deadlines. Perform other departmental duties as assigned. Provide backup for other Finance staff. Independently participate in special projects as assigned.
Education: 
 A High school diploma or equivalent.

Experience:

Proficient use of personal computers in a Windows based environment.

One year of accounts payable experience including working knowledge related to accruals and prepaids.

Job Knowledge:

 Must possess proficiency and skill while navigating through the Great Plains accounts payable module.
 Must have experience with Microsoft Suite (i.e. Word, Excel, and Outlook).

Strong math aptitude and Use of 10 key calculators.

Click on link below to submit a resume for this position:
https://home.eease.com/recruit/?id=469244
