
 
Job Description 

 
 

JOB TITLE: Accounting Clerk  
(Part-time) 

DATE:  October 2014 

DEPARTMENT Finance FLSA STATUS:   Non-Exempt 
SUPERVISOR Controller  Part-Time  

(20 – 30 hrs/wk) 
 

JOB SUMMARY:  
 
The part-time Accounting Clerk performs support functions for accounts receivable and 
accounts payable duties as assigned and in accordance with company procedures. This 
position also performs clerical duties for the Company as needed.  The responsibilities 
associated with this job will change from time to time in accordance with the company’s 
business needs.  To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily.   
 
The job functions 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. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

 Performs general clerical work such as filing, mailings, and printing reports as 
needed.    

 Invoices customers on various websites for purchases and services 
 Researches customer disputes. 
 Contacts customers for collections and billing information. 
 Provides back-up for Accounts Receivable/Invoicing Clerks. 
 Establishes attainable deadlines with supervisor that must be met. 
 Contributes to team effort by accomplishing related results as needed. 
 Ability to work in a fast-paced and stressful environment. 
 Performs other duties that may be assigned. 

 
ADDITIONAL RESPONSIBILITIES: 
 

 Ability to work in a team environment 
 Ability to work independently with minimal supervision 
 Ability to work in a stressful work environment and maintain control throughout 

the day 
 Perform other duties that may be assigned 
 Regular attendance at work location 

 
 

QUALIFICATIONS: 
 

 High school diploma with business education  



 Accounting experience in an office environment, preferred 
 Computer skills in MS Office applications 
 Regular attendance at work location 
 Valid driver’s license 

 

LANGUAGE SKILLS: 

 

 Ability to read and comprehend simple instructions, short correspondences, and 
memos.  Ability to write simple correspondence.  Ability to communicate 
effectively with all levels of people. 

 

MATHEMATICAL SKILLS: 
 

 Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals. 

 

REASONING ABILITY: 
 

 Ability to establish priorities, work independently and proceed with objectives 
without supervision.   

 Ability to handle and resolve recurring problems.  Ability to work under pressure 
to meet deadlines. 

 

OTHER QUALIFICATIONS: 

 

 Ability to operate various office equipment to include a computer, multi-line 
telephone system, printers, 10-key calculator, copier, and FAX machine. 

 

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 frequently required to sit.  The 
employee is frequently required to talk and hear; use hand to finger; handle or touch 
objects, tools, or controls.  Occasionally the employee is required to stand, walk, bend 
over, crouch, kneel, reach above shoulders.  The employee must occasionally lift and/or 
move up to 25 pounds.  Specific vision abilities required by this job include far and close 
vision, peripheral vision, depth perception and the ability to adjust focus.  We require that 
the employee be physically present at the work site to effectively perform this job.  
 

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. 
 



While performing the duties of this job, the employee has limited exposure to moving 
mechanical parts. The noise level in the work environment is usually moderate. 
 

 

 


