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	OFFICE OF HUMAN RESOURCES

POSITION ANNOUNCEMENT




POSITION TITLE
Accounts Payable Supervisor 
PERSONNEL STATUS:
PIN/Exempt  
DEPARTMENT:

Controller’s Office
OPEN DATE:

March 13, 2015
CLOSING DATE:

Open Until Filled
Responsibilities:  Supervises the staff and daily operation of the Accounts Payable unit including but not limited to maintaining system processing schedule, ensuring timely submission of invoices to the state, processing travel reimbursements, processing working fund reimbursements and processing student refunds to the State’s General Accounting Division for payment; ensures compliance with all accounts payable regulatory requirements;  documents and reviews procedures and make recommendations to enhance the efficiency and effectiveness of accounts payable operations; acts as University’s liaison with vendors, State Comptroller’s Office, and various institution officials, as well as other internal and external entities to facilitate transactions and to resolve problems; manages the University’s Working Fund; serves as emergency backup for the account payable and payroll clerks; serves as resource and subject expert for the accounts payable module of PeopleSoft Financials; investigates, tests, and resolves  accounts payable issues; identifies and tests patches and fixes to the accounts payable module; assists in the  development, documentation, and appropriate distribution of PeopleSoft procedures; other related duties as assigned.
Qualifications:  Bachelor’s degree required.  Minimum four (4) years progressive experience in accounting required, preferably with State of Maryland accounting system preferred.  Experience in Accounts Payable preferred.  Experience in support of administrative applications such as PeopleSoft, preferably in a college/university setting.  Knowledge of complex and specialized accounts payable procedures and practices, specific knowledge of the State of Maryland system preferred.  Demonstrated ability to use Microsoft Word and Excel; strong analytical ability and strong written and verbal communication skills; ability to work independently and/or as part of a team.  
SALARY:  $60,000- $69,402



Range:
   III
APPLICATION:  Interested and qualified applicants should submit two copies of a cover letter, resume/curriculum vitae, BSU Employment Application, along with a list of at least three (3) professional employment references.  Submissions without an application will not be considered.  Email or mail all documents to:  
Office of Human Resources

Bowie State University

14000 Jericho Park Road

Bowie, MD  20715
JOBS@bowiestate.edu
Bowie State University is an Equal Opportunity/Affirmative Action Employer
Auxiliary aids and services for individuals with disabilities are available upon request. Please contact the University’s EEO Officer at 301-860-3442.
To download the BSU application, go to http://www.bowiestate.edu/files/resources/staff-employment-application-revised-9-2014.pdf
In accordance with the Cleary Act of 2000, you are advised to contact the Bowie State University Campus Police Office for Disclosure of Criminal Incidents that occur on our campus.

