
COLQUITT	COUNTY	BOARD	OF	COMMISSIONERS	
Accounts Payable 

Type: Part Time  
Salary/Pay: Depending on experience 
Positions Available: One 
Posted Date: 11/09/2022 

Position Summary: 

The purpose of this position is to process financial documentation/information and maintain financial records 
relating to an assigned department/division. Processes documentation pertaining to accounts payable: review 
invoices, expense reports, travel request, or other payable documents for accuracy, completeness, and proper 
authorization; matches invoices with receiving tickets, purchase order numbers, and statements: assigns proper 
vendor numbers and budgetary codes to each expenditure: enters invoice data into computer to process 
payments; prints and edits payables reports; processes and types manual checks as needed; generate checks, 
obtains signatures, and mails to vendors; sets up new vendors in computer, assigns vendor numbers, and edits 
vendor data as needed; researches discrepancies on orders/invoices and works with vendor/department for 
problem resolution.   

Position requirements: 

1. High School Diploma or GED equivalency with (5) year previous experience and/or with combination of
educational or technical training  
2. Current valid Georgia Driver’s license.

Special Requirements for this position: 

1. Must be able to plan and organize work in an independent and efficient manner with a minimum level of
direct supervision and exhibit exemplary work ethics;  
2. Must be able to multitask;
3. Must be proficient in the use of office equipment with excellent computer skills and knowledge of various
office software programs to include Microsoft, Excel and Word; and, 
4. Must possess excellent communication skills as well as managing sensitive confidential manners; and,
5. Able to work with the public, respond to requests in a timely manner

All potential employees are required to pass a pre-employment physical, drug test, and may be subject to a chest 
x-ray and tuberculosis testing. All potential employees will submit to a background check. 

Applications are available from Room 261, Courthouse Annex, 101 East Central Avenue, Moultrie, Georgia 
31768 and from the county’s web site at www.ccboc.com. 

Applications will be accepted until position is filled. 

COLQUITT COUNTY IS AN “EQUAL OPPORTUNITY EMPLOYER.” 


