
 
 

 
 
 
JOB TITLE: Accounts Payable Clerk 
FLSA: Non-Exempt 
HOURS: Full Time 
REPORTS TO: Accounts Payable Manager 
 
 
TO APPLY: 
Please send a cover letter, résumé and salary range requirement with the job title in the subject line 
to jobs@charterimpact.com. Be sure to include explanation as to why you are interested in the position. 
 
ABOUT US: 
Charter Impact is a mission-driven business partner dedicated to empowering charter schools and non-profits with 
professional, personalized financial management and operational support. 
 
Our # 1 priority is to provide timely, accurate financial information with dependable, responsive customer service 
at an affordable cost. 
 
Our model of service resembles more of a hand-in-hand partnership than a “back” office company. We stand with 
our clients, not behind them, and help navigate from start-up through strategic growth and into long-term 
sustainability. 
 
Every organization is different and so is our approach with each client. We begin by listening to each organization's 
unique needs and creating tailored solutions. Our financial management methodology strives to improve financial 
process efficiency to enable cost reduction, increase internal controls, and heighten confidence in financial 
information. 
 
POSITION SUMMARY: 
This entry-level position is responsible for the accounts payable-related functions for Charter Impact’s clients.  This 
will include maintaining client vendor lists, documenting requisite information for new vendors, processing 
invoices on a timely basis, the ability to determine correct accounts when necessary, process weekly check runs 
and sort and file electronic audit trail documents.  Upward movement in the firm is highly encouraged. 
 
ESSENTIAL JOB FUNCTIONS: 

 Perform accounts payable duties with accuracy and timeliness to assure that positive business relations 
with vendors are maintained.  

 Provide accurate data entry and general ledger coding (if necessary) to all vendor disbursement activity 
for multiple entities.  

 Act as the first line of internal control for cash disbursements by ensuring invoices are approved by proper 
client personnel.   

 Follow up on stale checks/outstanding checks with vendors as needed. 
 Handle vendor relations/discrepancies/credit memo/follow-up. 
 Solve problems and resolve outstanding issues as they arise. 
 Set up 1099 vendors and maintain W-9 forms 
 Process and mail vendor checks on a weekly basis.  
 Timely resolve inquiries from vendors and multiple entities, including correspondences via phone, fax and 

E-mail.  
 Assist in special projects and year-end audit schedule preparation. 
 Research and respond to internal and external inquiries related to accounts payable and various expense 

reports.  
 Perform other duties as assigned by the Director of Accounting Services. 
 Perform all work with accuracy and under the specific instructions given by supervisor. 
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 Focus on continued process improvement and increased efficiency for clients using the latest industry 
developments and technology. 

 
QUALIFICATIONS: 
Generally, any combination of education that would provide the required knowledge and skills for successful 
performance would qualify.  A typical method of demonstrating these requirements would be: 

 
EDUCATION:  A bachelor’s degree in accounting from an accredited college or university.  

 
EXPERIENCE:  1 year of accounts payable experience is required. 

 
KNOWLEDGE OF: Purposes, methods, and practices of financial and accounting record keeping; Basic 
accrual accounting principles and procedures; Use of Microsoft Excel Proper English usage and grammar. 

 
Candidates must also have the ability to:  

 Work well in a team environment 
 Communicate in a clear and professional manner at all times 
 Adapt quickly to change 
 Learn the appropriate rules, regulations and technical procedures specifically related to processing 

payments for non-profit organizations and charter schools 
 Understand and carry out directions in an independent manner 
 Perform arithmetic calculations accurately and rapidly 
 Prepare a variety of accurate financial reports and summaries 
 Identify and correct errors in mathematical computations and financial documents, 
 Communicate effectively in both oral and written forms 
 Establish and maintain effective working relationships with both client and Charter Impact staff 
 Must be detail-oriented  

 
Experience with the following is a plus: 

 Microsoft Office (intermediate/advanced skills with Excel is highly desired) 
 Abila Non-Profit Accounting (formerly Sage MIP) 
 Sufficient credits to meet CPA exam requirements 

 
TYPICAL PHYSICAL DEMANDS: (with or without accommodation as needed to perform essential job functions) 

• Read numbers, reports, and documents on computer terminals 
• Use telephone and other communication devices 
• Lift up to 20 pounds (Light) 
• Prolonged standing, some bending, stooping and stretching 

 
TYPICAL MENTAL DEMANDS: 
Ability to give, receive, and analyze information, formulate work plans, prepare written materials and articulate 
goals and action plans.  
 
WORKING CONDITIONS: 
Employees in this position will be required to:  

• Work indoors in a standard office environment 
• Occasionally work outside of normal workdays and office hours to meet deadlines 
• Directly interact with client staff, students, parents and the public 
• Travel for professional development events and to client locations 

 
COMPENSATION: 
Salary is commensurate with experience.  A standard benefits package is included. 
 


