UPPER MACUNGIE
TOWNSHIP

Job Description

Finance Clerk AP/AR

Status: Non-Exempt Department: Finance

Supervision Received: Positions Directly Supervised: None

Under the direction of the Finance Manager

Basic Function/Summary: This position is primarily tasked with accounts payable and
accounts receivable. While this position holds primary duties and responsibilities, it also
lists other department tasks in which you may be cross trained or reassigned as
operational needs require. Work assignments will be determined by the Finance Manager;
and no single employee is guaranteed exclusive responsibility for any of the duties and
responsibilities listed within this description.

Essential Duties and Responsibilities:

Accounts Payable:

Receive, review, and process vendor invoices, ensuring accuracy, proper coding,
and compliance with township purchasing policies and budget.

Match invoices with purchase orders, verifying quantities, prices, and terms for
accuracy.

Prepare and process payments, including cash/checks, electronic transfers, and
ACH payments, ensuring timely adherence to payment schedules.

Maintain organized and up-to-date accounts payable records and assist with
month-end reconciliations, accruals, and reporting.

Assist employees in submitting, reviewing, and reconciling expense reports,
processing reimbursements according to company policies.

Resolve vendor inquiries and payment discrepancies promptly, ensuring strong
vendor relationships.

|dentify opportunities for process improvements in the accounts payable workflow
and assist with implementation.

Accounts Receivable:

Create and process customer invoices by entering data into the ERP system and
distributing invoices via web, mail, or email.

Validate and organize paperwork to ensure accurate customer billing.

Maintain records of revenue with proper supporting documentation.

Assist with collections, responding to inquiries, and coordinating product returns
with the departments.

Reconcile discrepancies through interaction with Accounting and Operations
departments.

Produce reports and support finance and other departments with ad-hoc projects.
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General Finance Duties:

Answer telephones, provide assistance or information, route calls as necessary,
respond to general finance and utility inquiries and billing questions.

General clerical duties for Finance, Utilities, and Reception.

Provide utility information to title companies, consultants, and other departments on
request.

Assists with audits and preparation from Federal and State agencies and insurance
companies.

Cross-train in other accounting functions as needed and assist with inventory and
procurement.

Draft correspondence, reports, and spreadsheets for internal and external use.
Assist with preparation of 1099’s.

Assist with the completion of W-9 & PA Tax Exemption Forms

Participate in process improvements and system enhancements for greater
departmental efficiency.

May assist with utility billing.

May assist with processing, preparing, tracking, and updating delinquent account
information for (settlement) certification to taxes.

May assist with billing, receipt payments, and reconciliations of Escrow accounts.
Perform other related duties as assigned by management.

Education/Experience/Knowledge:

High School Diploma or equivalent.

Associate degree with a business or accounting concentration preferred or
comparable work experience.

A minimum of three (3) years’ experience in accounts payable & receivable (general
accounting), and bookkeeping.

Familiarity with basic Municipal Governmental and Fund Accounting principles
preferred.

Competencies:

Accountability & Dependability

Strong analytical and problem-solving skills with exceptional attention to detail
Adaptability & Flexibility

Excellent verbal and written communication skills

Computer (literacy) Skills. Computer (literacy) Skills. Proficiency with computerized
accounting systems; familiarity with Tyler Munis and/or related accounting software
is a plus.

Customer Focus —commitment to serve the public; build and maintain customer
satisfaction with the services offered by the Township; provides excellent service to
the public.

Fiscal Accountability

Professional demeanor, work product, and customer service orientation

Ability to work efficiently independently or as part of a team.

Mathematical Reasoning

Excellent organizational and time management abilities.
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e Proficiency in data entry with a high level of accuracy.

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 talk or hear.
The employee frequently is required to stand, walk, use hands and/or fingers to handle or
feel objects and reach with hands and arms.

Tasks in this position involve the ability to exert moderate physical effort in sedentary to
moderate work. This position will require mobility (sitting, standing, walking, bending, etc.)
up to (8) hours a day in the office setting. The employee must be able to lift and/or move
up to 25 pounds. Must be able to operate office machinery.

Work Environment:
Work is typically performed in a professional office environment.

Position Type and Expected Hours of Work:

This is a full-time, non-exempt position. Typical days and hours of work are Monday
through Friday, 7:30 a.m. — 4:00 p.m. May work more than 40 hours a week, when
required.

Other Duties:

Please note this job description is not designed to cover or contain comprehensive listing
of activities, duties or responsibilities that are required of the employee for this job. Duties,
responsibilities, and activities may change at any time with or without notice.

Signature:

Employee Signature below constitutes employee’s understanding of the requirements,
essential functions, and duties of the position.

Employee Date

Last revised: 02/20/2026
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