
BRODART COMPANY 
IS ACCEPTING APPLICATIONS FOR: 

 
POSITION:      ACCOUNTING CLERK I 
DEPARTMENT: 0525 – A/P 
FACILITY:      BOOKS DIVISION – ARCH STREET 
 

*THIS IS A FULL TIME TEMPORTY POSITION* 

JOB SUMMARY:  

Reporting to Supervisor, Receivables, Payables and Credit or her designee, this position is responsible for 

handling accounting transactions related to processing of vendor invoices for payment.  

 

ESSENTIAL FUNCTIONS: 

 Perform functions critical to the flow of accounting transactions for the handling of accounts payables to 

include the review of all invoices for appropriate documentation and approval prior to payment, 

answering all vendor inquiries, and maintenance of all accounts payable reports, spreadsheets and 

accounts payable files; 

 Open and distribute incoming mail, print and distribute invoices and other related communications and 

receiving documents; 

 Batch AP and keys in debits and credits; 

 Match packing list to invoices and receiving documents and maintain filing system for unmatched items; 

 Communicate with shipping/receiving/purchasing departments to resolve issues; 

 Analyze vendor invoices to ensure pricing and billing accuracy; 

 Key journal entries into Oracle and  

 Assist Accounting personnel with other duties as needed and perform other tasks as assigned. 

 

   

KNOWLEDGE, SKILLS AND ABILITIES: 

 

 Proficient knowledge of personal computer systems including Microsoft Office programs; 

 Must have strong math skills and a strong attention to detail and 

 Strong communication skills are necessary to work with vendors and others. 

 

 

WORKING CONDITIONS: 

 FT Temporary Position. 

 Office environment 

 HOURS: 8 AM to 4:30 PM 

 

MINIMUM QUALIFICATIONS: 

 

 Associates Degree or demonstrated equivalent experience in bookkeeping transactions or accounting 

work. 

 
 Brodart Co. is an Equal Opportunity/Affirmative Action employer.  All qualified applicants will be considered for 

open positions without regard to age, color, national origin, religion, gender, protected veterans status, marital 

status, disability, race, sexual orientation or any other protected status in accordance with applicable federal and 

state equal opportunity laws. 
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