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Description:

Manage the accounts payable process, including the review and approval of vendor

invoices and expenses, ensuring they are accurately recorded and processed.

Maintain and update vendor information, including contact details and payment terms, to ensure

that invoices are processed and paid on time.

Reconcile vendor statements to ensure that all vendor payments are accurate and up-to-date.
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Respond to vendor inquiries and resolve any discrepancies in a timely and professional

manner.

Prepare and process weekly, monthly, and annual accounts payable reports for senior

management review.

Maintain a robust system of internal controls to ensure the accuracy and integrity of the

accounts payable process.

Requirements:

Bachelor’s degree in Accounting or Finance, with a minimum of 5 years of experience in

accounts payable.

High level of expertise in accounting, financial analysis, internal controls, and problem-solving

skills.

Experience with enterprise resource planning (ERP) systems and accounts payable

software.
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