
 

 
Accounts Payable Coordinator #01495 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-02-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  9 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Supervise the reviewing, pre-auditing, maintaining, preparing, and processing of accounting financial 
records and documents of the pre-audit staff, in accordance with city and state governmental rules and 
regulations. 
 
Representative Work Functions and Responsibilities 
Supervise the pre-audit procedures followed for vendors invoices, purchase orders and contracts, travel 
vouchers, and simple and complex state reimbursement reports in accordance with City and State 
policies and regulations. 
 
Review and analyze vouchers for proper documentation, coding, propriety of payment, discounts taken 
and computer update information to update the accounting files properly; sign and approve vouchers as 
to the availability of funds to determine if budget adjustments are necessary and to pay the vendor. 
 
Supervise and assist supervisors on the training of account clerks in the use of calculator, budgets, and 
computer terminals; and supervise and coordinate financial data research projects received from Director 
for use by other departments and other agencies both orally and in report format. 
 
Communicate with other departments, vendors, and employees on expenditure information and payment 
status; assist in training seminars on online data inquiry and answers questions and gives guidance to 
user departments, on coding, transactions, and financial data; represent division on committee meetings 
on finance policies, and attend meetings and planning procedures for updating finance procedures such 
as data processing check writing and on line data inquiry and answer questions and give guidance to 
user departments, on coding, transactions, and financial data; represent division on committee meetings 
on finance policies, and attend meetings and planning procedures of updating finance procedures such 
as data processing check writing and online data inquiry; and communicate with Treasurer's office and 
Comptroller on daily expenditures for investment purposes. 
 
Supervise and handle the daily stress involved with deadlines concerning work priorities, closeouts, rough 
and smooth registers, check signers, personnel matters, and policy interpretations. 
 
Transmit receipts to Treasurer by way of transmittals applying object codes, funds, and researches 
financial data required and notify Treasurer of correct bank accounts to properly update the accounting 
files; report daily check expenditure totals to Treasurer complying with expenditures rules to determine 
proper amounts to invest; and access payment files, computer and microfilm for financial data as needed. 
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Supervise pre-audit evaluations and personnel matters and paper work; work with auditors on yearly 
audits, assisting with required financial data; and supervise the orderly maintenance of records and files. 
 
Assist the Deputy Comptroller in implementing generally accepted accounting principles to maintain the 
certificate of conformance in financial reporting from the government finance officers association and an 
unqualified opinion from the independent auditors on the city's comprehensive annual financial report. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Accurately apply and enforce the governmental accounting/bookkeeping rules and procedures employed 
in maintaining, reviewing, classifying, and posting entries to complex financial records; demonstrate the 
ability to lead employees to good use of their skills and abilities through training, organizing and clearly 
instructing employees; has the ability to accurately evaluate employees in their performances in paying 
bills, and preparing and entering the accounting input information; effectively communicate with 
subordinates and associate employees, supervisory staff, city departments , and the general public 
regarding financial transactions and accounting and statistical records; demonstrate ability to aid city 
departments with reconciling accounts (paid or unpaid invoices, journal vouchers, Inter Departmental 
Transfers, and budget adjustments); demonstrate thorough ability to research and compile financial data 
and report orally or in report format for use in court or for other management purposes; demonstrate 
thorough knowledge of all pre-audit and accounting input data when questions are posed by outside 
auditors. 
 
Minimum Qualifications 
Bachelor’s degree in business, finance, accounting or related and three (3) years of experience utilizing 
the knowledge, skills, and abilities associated with such positions as Account Clerk Supervisor or other 
positions that perform clerical auditing of records and accounts OR combination of education (above high 
school level) and/or experience equivalent to seven (7) years in fields utilizing the knowledge, skills, and 
abilities with this position. 
 
Preferred Qualifications 
Bachelor’s degree in business, finance, accounting or related field. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of the basic governmental accounting/bookkeeping principles and procedures 
employed in maintaining, reviewing, classifying and posting entries to financial records. 

2. Knowledge of business arithmetic and office terminology, procedures, routines, and 
equipment. 

3. Knowledge of state and city laws and regulations and their effects on the city's financial 
systems and procedures. 

4. Knowledge of supervisory techniques and personnel management. 
5. Knowledge of general office and governmental terminology, procedures and equipment. 
6. General knowledge of internal processing and procedures of financial data within the 

automated accounting system. 
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7. Knowledge of auditing technology and terminology. 
8. Knowledge of governmental organization and procedures. 

B. Skills 
1. Skill in analyzing financial transactions and documents. 
2. Skill in clerical and office procedures. 
3. Skill in supervising the use of standard office equipment. 

C. Abilities 
1. Ability to follow complex oral and written directions. 
2. Ability to maintain extensive records and files. 
3. Ability to make decisions in accordance with laws, ordinances, regulations, and established 

procedures with little supervision. 
4. Ability to effectively communicate orally and in writing with other city employees, 

departments, vendors and the general public. 
5. Ability to research financial records and documents, and effectively communicate findings 

both orally and in report format. 
6. Ability to work independently with little supervision, assigning accurate priorities to work load. 
7. Ability to plan and supervise the work of others as required. 
8. Ability to handle stressful situations and daily deadlines. 
9. Ability to encourage employees to develop their skills and abilities. 
10. Ability to plan and implement new systems such as computer check writing and online data 

entry. 
 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
 


