
Job Description   12/18/2019 
Accounts Payable Clerk 1 

Picayune Rancheria of the Chukchansi Indians 
P.O. Box 2226 

Oakhurst, CA  93644 
(559) 412-5590 – FAX (559) 666-3080 

 

 
POSITION DESCRIPTION – Accounts Payable Clerk 

 
Reports To: Fiscal Officer      Department: Fiscal  
   
Status: Non-Exempt      Salary Range:  $31,200 - $41,600 
              ($15.00 - $20.00) 
             
Summary & Scope of Position:   
 
Under the direction of the Fiscal Officer, the Accounts Payable Clerk will be responsible for 
preparation and processing of invoices including recording and maintaining financial records, data 
entry, and accounts payable.   
 
Primary Responsibilities:  
1. Familiar with Tribal Government fund accounting. 
2. Assist in purchasing, track expenses, analyze accounts, prepare monthly reports 
3. Prepare annual 1099’s, assist with month end close, prepare supporting audit documents. 
4. Prepare data input, check run, backup the data system, and maintain accounting files. 
5. Create check request for each invoice, maintain vendor files, validate balance due on invoices 
6. Code all invoices with correct general ledger codes. 
7. General office duties, filing invoices payments, mailing payments                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
8. Other clerical duties and assistance as needed.   
 
Requirements and Qualifications: 
1. High School Diploma and one year of accounts payable clerical experience.  Prefer Associate 

and/or Computerized Accounting Degree and one year experience working with computerized 
accounting. 

2. Excellent organizational skills.  Good oral and written communications skills.  Must have aptitude 
for detail work and following instructions and confidentiality, ability to meet deadlines. 

3. Ability to handle multiple tasks with ease and flexibility, attention to detail and accuracy.  
4. Must possess valid California Driver’s License; must be insurable through the PRCI insurance 

carrier. 
5. Must be able to pass a pre-employment drug test and background check. 
6. Knowledge of Accounts Payable, General Accounting Procedures, Accounting Software 
7. Awareness and sensitivity to Native American culture. 
8. Must be motivated and a self-starter. 

 
Chukchansi Indian member preference applies. 
 
   
              
(Employee Signature)      (Date) 
 


