
 
 

 

POSITION 
DESCRIPTION 

 

 
 

Department:  Accounts Payable Position Reports To: Accounts Payable Manager 
Working Title: Accounts Payable Technician Classification: Accounting Technician II 
Job Code:  1741 Range Code: 1 
Time Base: Full-time       Exempt or Non-Exempt: Non-Exempt 
Position Number: 00004332 Last Update: 06/10/2021 
Union / Unit (if applicable): California State University Employees Union (CSUEU) / Unit 7 

 

 
PURPOSE OF POSITION: 
Under general supervision of the Accounts Payable Manager, provide technical support to campus departments and auxiliaries 
for receiving and disbursing University and/or auxiliary funds and recording financial transactions while ensuring compliance 
with CSU, CSUSM, Chancellor’s Office, and Auxiliary policies and procedures, state and federal requirements. 

 
MAJOR RESPONSIBILITIES:                                                                                                            % of Time 
1. Audit and process financial documents within an integrated financial system                                          60% 
2. Assist in set up and monitoring of Vendor Data                                                                                        10% 
3. Provide general Administrative and Financial Support                                                                             10% 
4. Support month-end, year-end, audits, and other Special Projects                                                              20% 

 
LIST OF TASKS FOR EACH MAJOR RESPONSIBILITY: 

 
1. Audit and process financial documents within an integrated financial system 

a. Independently review documents for accuracy, completeness, validity and adherence to standards, policies, 
procedures and regulations. 

b. Perform mathematical calculations; analyze and summarize data for reports 
c. Identify, trace, and correct errors 
d. Collaborate with other campus departments to resolve problems 
e. Accurately enter data into integrated financial system and review computer reports for accuracy 
f. Interpret written policies, procedures and regulations 
g. Communicate established university policies and procedures to faculty, staff and the general public 
h. Independently analyze, research, and resolve issues and discrepancies 
i. Prepare reports for Chancellor’s Office, agency and vendor reporting 

 
2. Assist in set up and monitoring of Vendor Data 

a. Coordinate with vendors to collect, validate and maintain vendor data 
b. Analyze information and run reports 

 
3. Provide general Administrative and Financial Support 

a. Coordinate the process of issuing checks 
b. Maintain returned and stale dated checks 
c. Provide support in maintaining department web page 
d. Document processes and procedures 

 
4. Support month-end, year-end, audits and other Special Projects 

a. Prepare reports, expenditure transfers and other financial transaction for month-end and year-end close 
b. Gather data and records for audits and public record act requests 
c. Participate in the testing of financial software for upgrades and implementations including such activities as testing 

transaction/data entry and data output  
 
PROVIDES LEAD DIRECTION OF OTHERS 
 

None



 
 

 

REQUIREMENTS OF POSITION: 
 

1. List education and experience required 
a. Equivalent to three years of progressively responsible financial record-keeping experience which provides the 

required knowledge and skills 
b.  Preferences 

i. Bachelor’s degree in Business or related field 
ii. Experience in an academic setting 
iii. Familiar with 1099 processes 
iv. Experience with sales, use, and non-resident tax 

v. Experience in an Auxiliary environment 
vi. Working Knowledge of PeopleSoft 
vii. Experience with Concur 

 
2. List knowledge, skills, and abilities required for this position. 

a. Thorough knowledge of financial record-keeping, mathematical and general office methods, procedures and 
practices 

b. Experience applying accounting procedures and practices 
c. Experience utilizing an integrated financial system 
d. General knowledge of internal control standards and audit requirements 
e. Experience analyzing and accurately interpreting accounting data 
f. Demonstrated ability to provide exemplary customer service, in writing, in person, and over the telephone 
g. Ability to understand, interpret, and enforce policies and procedures 
h. Intermediate knowledge of MS Office suites (Word, Excel, Access, PowerPoint) 
i. Experience developing and modifying web pages 
j. Ability to work independently and make sound decisions 
k. Ability to prioritize work and change priorities quickly 
l. Strong interpersonal skills and ability to handle difficult interpersonal situations 

 
3. List machines, tools, equipment, and motor vehicles used in the performance of the duties 

a. Standard office and communication systems. 
 

4. Unique working conditions 
a. Extended periods of time spent in front of computer monitor to process work 

 
5. Other Employment Requirements 

a. The person holding this position is considered a 'mandated reporter' under the California Child Abuse and Neglect 
Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised 
July 21, 2017 as a condition of employment. ☒  Limited Reporter  

b. This position is subject to a background check including, but not limited to, employment verification, education 
verification, reference checks and criminal record checks.  Failure to satisfactorily complete the background check 
may affect the application status of applicants or continued employment of current CSU employees who apply for 
the position. 

c. Must participate in required campus trainings including, but not limited to, Information Security Awareness 
Training and Sexual Violence Awareness and Prevention “EDU: Eliminate Campus Sexual Misconduct” 

 
PURPOSE AND NATURE OF WORK RELATIONSHIPS: 

 
Define working relationships with people on and off campus (other than supervisor or people supervised) with whom this 
employee interacts on a continuing basis, and how often this interaction occurs. 

 
Internal Customers status of financial documents daily 
Agencies status of financial documents monthly 
Auxiliary departments status of financial documents & transactions daily 
Internal campus departments reconcile financial/administrative transactions daily 

https://csusm.sharepoint.com/sites/office_of_human_resources_internal/hr_services/classification_compensation/Position Description/Position Description Templates/Requirements Reference Documents/CANRA Mandated Reporters List.pdf?csf=1&e=bfbqV1
https://csusm.sharepoint.com/sites/office_of_human_resources_internal/hr_services/classification_compensation/Position Description/Position Description Templates/Requirements Reference Documents/CANRA Mandated Reporters List.pdf?csf=1&e=bfbqV1


 
 

 

PHYSICAL EFFORT: 
 

Check the appropriate box for each of the following items which most accurately describes the extent of the specific activity 
performed by this employee daily. 

 
PHYSICAL EFFORT 

Number of hours/day Number of hours/day 
   N/A 1-2    3-4   5-6    7+    N/A 1-2   3-4    5-6   7+ 

1. Sitting    X  12. Lifting or carrying      
2. Standing  X    A. 10 lbs or less  X    
3. Walking  X    B. 11 to 25 lbs  X    
4. Bending Over X     C. 26 to 50 lbs X     
5. Crawling X     D. 51 to 75 lbs X     
6. Climbing X     E. 76 to 100 lbs X     
7. Reaching overhead  X    F. Over 100 lbs X     
 
8. Crouching 

X     13. Repetitive 
use of 
hands/arms 

    X 

9. Kneeling X     14. Repetitive use of legs X     
10. Balancing X     15. Eye/hand 

coordination 
   X  

11. Pushing or pulling X      
    Yes    No 

16. Driving cars, trucks, forklifts and other equipment  X 
17. Being around scientific equipment and machinery  X 
18. Walking on uneven ground  X 

 

MENTAL EFFORT ENVIRONMENTAL FACTORS 
Number of hours/day Number of hours/day 

    N/A 1-2   3-4    5-6  7+     N/A 1-2  3-4   5-6   7+ 
1. Directing others X     1. Inside     X 
2. Writing  X    2. Outside X     
3. Using 
math/calculations 

  X   3. Humid X     
4. Talking    X  4. Hazards X     
5. Working at various 
tempos 

   X   
5. High places 

X     

6. Concentrating 
amid distractions 

   X   
6. Hot 

X     

7. Remembering names    X  7. Cold X     
8. Remembering details     X 8. Dry X     
9. Making decisions   X   9. Wet X     
10. Working rapidly    X  10. Change of temp X     
11. Examining/ 
observing details    X   

11. Dirty 
X     

12. Discriminating colors   X   12. Dusty X     
      13. Odors X     
      14. Noisy  X    
      15. Working w/others   X   
      16. Working around 

others 
   X  

      17. Working alone  X    



 
 

 

SIGNATURES 
 

The last sheet for any staff position description should contain the signature sheet. Signatures will include the incumbent’s 
signature (if applicable) or new employee; the supervisor’s signature and all pertinent administrative personnel. 

 
 

 

Print Name:    
 

Signature:   Date:    
 
 
 

 

Print Name:    
 

Signature:   Date:    
 
 
 

 

Print Name:    
 

Signature:   Date:    
 
 
 

Employee 

Appropriate Administrator (MPP) 

Dean/Department Head/Director/AVP (optional) 


