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	Department
	 Accounting

	Job Title
	 Accounts Payable Specialist
	FLSA Status
	 Exempt

	Role
	 N/A

	Sub Role (If any)
	 N/A

	Reports To
	 Chief Administrative Officer



1. Role Purpose:
(Provide a summary of the primary purpose of this role)
	· Execute end-to-end accounts payable activities to ensure timely, accurate, and compliant processing of vendor invoices, payment requests, and disbursements.
· Maintain integrity of accounting records by verifying invoice accuracy, matching to purchasing documentation, applying correct GL coding, and ensuring required approvals are obtained prior to payment.
· Support effective vendor relationships and internal service levels by responding to payment inquiries, resolving discrepancies, and communicating clearly with vendors and internal stakeholders.
· Contribute to strong financial controls by maintaining complete documentation, adhering to company policies, and supporting audit readiness within a regulated pharmaceutical manufacturing environment.
· Assist with close-related activities (as assigned) by preparing AP schedules, reconciling AP-related accounts, and ensuring accurate period-end cutoffs and accrual support.



2. Key Duties & Responsibilities:
(Briefly describe the essential activities that are performed by this role including key duties/responsibilities. Each statement should start with a verb. Additionally, indicate how frequently it is performed)
	· Process a high volume of vendor invoices, including verification of invoice details, tax/shipping accuracy, and completeness of supporting documentation.
· Perform invoice matching activities (2-way/3-way match, as applicable) to purchase orders, receiving documentation, and/or service confirmations; escalate exceptions for resolution.
· Ensure invoices and payment requests are routed for appropriate review and approval in accordance with delegation of authority and internal controls.
· Apply accurate GL coding and cost center/project coding; validate coding appropriateness and request clarification when required.
· Prepare weekly and ad hoc payment runs (ACH, check, wire, as applicable), ensuring accuracy of amounts, payee details, payment terms, and required approvals.
· Maintain and update vendor master records (e.g., remit-to addresses, banking/ACH details, W-9/1099 classification) in alignment with internal controls and documentation standards.
· Investigate and resolve invoice discrepancies, duplicate charges, pricing variances, missing receiving documentation, and short payments; coordinate with Procurement, Receiving/Warehouse, and requestors to close issues.
· Respond to vendor statements and inquiries; research aged items and communicate status to vendors and internal stakeholders with professionalism and clear timelines.
· Monitor AP aging, payment terms, and discount opportunities; support prioritization of payments to maintain continuity of supply and services.
· Support month-end close activities related to accounts payable, including cutoff support, AP schedules, and assistance with accrual documentation as assigned.
· Maintain organized, audit-ready AP files (electronic and/or hard copy) that support traceability from invoice to approval to payment and posting.
· Assist with 1099 preparation support activities (e.g., vendor classification verification, payment history research) as assigned.
· Identify process gaps and recommend improvements to streamline AP workflows, strengthen controls, and improve cycle time and accuracy.
· Perform other accounting and administrative tasks as assigned that are aligned to the role and department needs.




3.Typical Supervisory Responsibility:
(Identify any responsibilities the role has for supervising others)
	N/A



4. Education & Experience:
(Describe the education required for this role, including specifications, if any.  If equivalent experience or knowledge can be substituted for the educational requirements, A combination of Education and experience shall be considered.)

	Education Requirement
	Specialization (If any)

	· Associate’s degree in Accounting, Finance, Business Administration, or a closely related field preferred.
· Equivalent combination of education and relevant accounts payable experience will be considered in lieu of a degree.
	



	Experience Requirement


(Describe the experience required for this role. Identify the type of experience, number of years, and any additional comments on the experience and education requirements for the role.  Also, include any geography specific requirement that differs from experience.)
	· 2–5 years of accounts payable experience, including invoice processing, vendor communications, and payment execution within a professional accounting environment.
· Experience working in a manufacturing, distribution, or regulated environment strongly preferred (pharmaceutical experience is a plus).
· Demonstrated experience applying internal controls, documentation standards, and approval workflows to financial transactions.

	Number of Years 
(Minimum to Maximum)
	2-5




Technical competencies/ Certifications/ Licenses:

(Briefly describe the required competencies such as skill, ability, and knowledge an individual must possess to perform the role. Also, identify any certification or licenses required to perform the role.)
	Technical competencies
	· Proficiency with accounting/AP systems and invoice workflows; ability to learn new ERP platforms quickly and accurately.
· Strong working knowledge of accounts payable fundamentals, including invoice matching, payment terms, vendor maintenance, and AP aging concepts.
· Advanced attention to detail with consistently accurate data entry, document review, and reconciliation support.
· Proficiency in Microsoft Excel (sorting/filtering, basic formulas, lookups, and report formatting) and Microsoft Outlook; comfortable working with large datasets.
· Strong organizational skills with the ability to manage competing priorities, deadlines, and high transaction volume while maintaining quality and professionalism.
· Clear written and verbal communication skills to resolve discrepancies and partner effectively with vendors and internal teams.
· Ability to handle sensitive financial and vendor information with confidentiality, discretion, and sound judgment.

	Certifications
	· Accounts payable, bookkeeping, or Excel-related certifications considered a plus, but not required.

	Licenses
	N/A

	Other
	N/A




5.Physical demand and Work environment:
(Provide details regarding the physical demands and work environment that are essential to the role)
a. Physical demands:
	· Sit for extended periods while working at a computer and performing detailed data entry and document review.
· Use hands and fingers for repetitive tasks such as keyboarding, scanning, filing, and operating standard office equipment.
· Maintain visual acuity to review invoices, statements, and financial reports for accuracy and completeness.
· Occasionally stand, walk, reach, and handle documents and office materials.
· Occasionally lift, move, or carry up to 20 pounds (e.g., files, boxes of records, or office supplies).


.
b. Work environment:
	This position is based in a professional office setting located within a pharmaceutical manufacturing campus. The work is performed primarily at a desk or workstation and involves routine use of standard office equipment, including a computer, keyboard, monitor, telephone, scanner, and printer. The office environment is climate-controlled, well-lit, and designed for administrative and accounting functions. While the role does not routinely work on the manufacturing floor, the facility operates in a regulated manufacturing setting, and access to certain areas of the site may require adherence to site-specific gowning, safety, or access protocols as applicable. Noise levels are generally low to moderate and consistent with a typical office environment.



6.Compliance:
	· Comply with all Company codes, policies, and procedures concerning ethics, quality, and compliance, including compliance with applicable laws, rules and regulations, including the Food, Drug and Cosmetic Act and all associated regulations.
· Timely and satisfactory completion of all required training, including training related to ethics, compliance, quality, and position-specific requirements.
· Understand the compliance responsibilities of your role.
· Commit to the Company’s culture of ethics and compliance. 
· Report all known or potential violations of Company codes, policies, and procedures, or of applicable laws, rules and regulations, to the Company as contemplated by the Company’s policies and procedures, including SOP-0015 (Escalation to Management on Critical Matters Pertaining to Quality and Regulatory Compliance), or through the Company’s FaceUp portal, available by telephone or online (details below). 


Compliance Hotline # (205) 354-2405
www.faceup.com
Download Faceup App using the
Passcode # KVKxxxx1842
Or scan QR Code below
[image: ]
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