
 
 

 
 

JOB DESCRIPTION 

Position Title: Accounts Payable Specialist 

Division: Enactus Worldwide       

Reports to: Accounting Manager 

Location: Enactus World Headquarters, Springfield, MO USA 

Job Class: Full-time, Hourly Job Grade: 2 
 

Overview 

This position, under the direction of the Accounting Manager, performs all the duties and functions 

for the Accounts Payable process for the Enactus World Headquarters.  

KEY RESPONSIBILITIES 

 Daily Accounts Payable processing including receipt of invoices, purchase orders, tracking, 
payment and file maintenance following GAAP and Enactus audit guidelines. 

 Timely monthly credit card processing and follow up for missing items. 

 Annual coordination and processing of large payable projects such as partnership payouts, 
competition money, recordkeeping and tracking, etc.  Integrate and utilize import processes for 
large payable projects where applicable.   

 Monthly Bank Reconciliations with timely completion of month end processes as related to 
expenses. 

 Initiate international and domestic wires, prepare and enter into the accounting system. 

 Assist in annual 1099 and 990 processes. 

 Back-up duties to the receptionist, including being a main phone operator and fill in for relief to 
the main receptionist.  Learning the mail procedures, phone system, door security and receipt of 
deliveries. 

 Annual audit assistance and preparation.   

 Train new employees on accounting procedures, as needed.  

 Projects designated to develop and execute improvements in the Accounting Department 
assisting in the development of procedures to improve processes to assist in time saving and 
allow for improved support to other staff.   

 Other duties as assigned. 

 

EDUCATION, EXPERIENCE AND CERTIFICATIONS 

 Associates Degree in Accounting, with additional education a plus. 

 Must have at least 5 - 7 years of relevant work experience in accounting, with a strong emphasis 
in accounts payables. 

 



 
 

 
 

 

KNOWLEDGE, SKILLS AND ABILITIES 

 Highly proficient in MS Office, specifically Excel, Word and Outlook. 

 Working knowledge of accounting principles. 

 Must take initiative and be willing to take ownership of the position. 

 Must be a self-starter who can quickly learn and adapt to change in a fast paced environment. 

 Event travel as necessary. 

 Ability to communicate to staff and vendors to effectively support, train and resolve payable 
related issues. 

 

Competency 

  


