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[bookmark: example-of-accounts-payable-coordinator-job-description]Example of Accounts Payable Coordinator Job Description
Our company is growing rapidly and is searching for experienced candidates for the position of accounts payable coordinator. If you are looking for an exciting place to work, please take a look at the list of qualifications below.
[bookmark: responsibilities-for-accounts-payable-coordinator]Responsibilities for accounts payable coordinator
· Manage database entries
· Contact vendors for follow-up
· Request clarifications
· Provide vital information
· Assist with preparation for audits
· Assist in the development of the annual budget of the company
· Initiate and review check registers and obtain management's approval
· Ensure Special Handle payments are included in the daily check registers
· Ensure invoices on hold are cleared prior to pay run
· Prepare and initiate wire/ACH transfers within banking system
[bookmark: qualifications-for-accounts-payable-coordinator]Qualifications for accounts payable coordinator
· Experience of dealing with multicurrency/multi country vendors
· Fluent English plus advanced/fluent French language skills
· Prepare and manage the Daily Cash log
· Reconcile daily cash disbursements
· Receive/sort all incoming mail
· Match, batch, and code all invoices, purchase orders, and check requests on a daily basis
