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City of Helena
10 Jack Gray Way, Helena, AL 35080

Part-Time Accounts Payable Clerk

Closing Date: July 29, 2026 at 4:00PM

Department: Finance
Reports To: Finance Director
Position Type: Part-Time (No Benefits)
Compensation: $18.00 - $25.00 per hour

Position Summary
The Part-Time Accounts Payable Clerk provides administrative and accounting support to the Finance Department, with primary responsibility for accounts payable functions. This position focuses on the accurate and timely processing of invoices, vendor records, and payments while also providing general support for finance-related activities as assigned.
The City of Helena is a collaborative, service-oriented organization where employees work together to meet the needs of our residents. While this position is primarily focused on accounts payable, team members are expected to assist with other finance duties and provide general support throughout City Hall when needed. We believe serving our citizens is a shared responsibility, and all employees play an important role in delivering excellent customer service.

Essential Duties and Responsibilities
· Receive, review, and process vendor invoices for payment.
· Verify invoices for accuracy, appropriate approvals, account coding, and supporting documentation.
· Enter invoices into the City's financial management software.
· Prepare accounts payable batches, checks, ACH payments, and other payment processing.
· Reconcile vendor statements and resolve invoice discrepancies.
· Maintain vendor files, including W-9 forms and other required documentation.
· Assist with establishing new vendors and maintaining vendor records.
· Respond to vendor inquiries regarding invoices and payments.
· Maintain organized accounts payable files.
· Assist with month-end and fiscal year-end accounts payable procedures.
· Provide administrative and clerical support for Finance Department operations.
· Perform other duties as assigned, including cross-training in additional functions.
· Provide general assistance to other City departments and City Hall.
· Maintain confidentiality of financial and personnel information.

Minimum Qualifications
· High school diploma or GED required.
· One (1) to three (3) years of experience in accounts payable, bookkeeping, accounting support, or general office administration preferred.
· Experience with computerized accounting software and Microsoft Office applications.
· Municipal government experience is helpful but not required.
· Any equivalent combination of education, training, and experience that provides the required knowledge, skills, and abilities may be considered.

Knowledge, Skills, and Abilities
· Basic knowledge of accounts payable procedures and general accounting principles.
· Strong attention to detail and accuracy.
· Ability to organize work, prioritize multiple tasks, and meet deadlines.
· Proficiency in Microsoft Office, including Outlook, Word, and Excel.
· Ability to learn and effectively utilize municipal financial software.
· Strong organizational and recordkeeping skills.
· Excellent customer service and communication skills.
· Ability to work independently while contributing as a member of a team.
· Ability to maintain confidentiality and exercise sound judgment.

Physical Requirements
Work is performed primarily in an office environment and requires prolonged periods of sitting, standing, walking, and computer use. The position occasionally requires lifting and carrying files, office supplies, or other materials weighing up to 20 pounds.

Work Schedule
This is a part-time position with a flexible schedule. The Accounts Payable Clerk and Finance Director will work together to establish a schedule beneficial to the employee and department. Occasional flexibility may be required to assist with month-end, fiscal year-end, or other operational needs.

Benefits
This is a part-time position and is not eligible for City employee benefits.

Application Procedure

· Complete and return an Employment Application Form and current resume to applications@cityofhelena.org, or drop off in person to the City Clerk at 10 Jack Gray Way, Helena, AL 35080. Incomplete applications will not be considered. 
· Applicant may be required to submit employment verification from current and/or prior employers upon request 
· The City of Helena may extend the application period to ensure an adequate pool of qualified candidates.
The City of Helena is an Equal Opportunity Employer. The City is committed to providing excellent public service and seeks individuals who share a dedication to professionalism, integrity, teamwork, and service to the community.
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