PLEASE POST PLEASE POST

NOTICE OF VACANCY
Birmingham City Schools

JOB TITLE: REPORTS TO:

Director of Accounts Payable Chief School Finance Officer

WORK DAYS: SALARY:

12 Months (240 days) Classified Schedule 64 ($90,812 - $119,384)
LOCATION: FLSA Status: EXEMPT | NON EXEMPT
Central Office X

JOB DESCRIPTION:

The Director of Accounts Payable is responsible for leading and managing all accounts
payable operations for the school district in accordance with Alabama Code, State
Department of Education (ALSDE) guidelines, Local Board of Education policies, and
generally accepted accounting principles (GAAP). This position ensures accurate,
timely, and compliant payment of district obligations while maintaining strong internal
controls and supporting fiscal transparency.

DUTIES AND RESPONSIBILITIES:

Oversee the processing and payment of invoices, purchase orders, contracts,
travel reimbursements, and other disbursements.

Verify that all payments are properly authorized, supported by required
documentation, and approved in accordance with Local Board policies.
Ensure compliance with Alabama competitive bid law and procurement
regulations prior to payment.

Seeks efficiencies that result in better accuracy, quicker payment or
reimbursement, improved record keeping, and/or cost savings.

Completes the annual 1099 filing and maintains positive vendor relations by
timely well communicated resolution of issues.

Supervises, trains, and evaluates the performance of accounts payable
personnel.

Handles inquiries and requests pertaining to accounts payable.

Supervises all phases of accounts payable check disbursement process for the
district.

Monitors incoming invoices to the district and supervises the matching of
corresponding receiving reports from individual cost centers.

Supervises receipt of school food service receiving reports, invoices to ensure
timely payment.

Maintains documentation on procedures and policies for AP transactions.
Ensures that the proper financial information is maintained for historical purposes
and auditing purposes.

Assists in various year end closing functions.

Supervises the maintenance of adequate controls to ensure the accuracy of
checks and reports produced.

Performs other duties as assigned.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Strong understanding of Alabama school finance and public-sector accounting
practices

Ability to interpret laws, regulations, policies, contracts, and grant requirements
Excellent organizational, analytical, and problem-solving skills

Strong written and oral communication skills

Ability to manage multiple deadlines in a high-volume environment.

High standard of ethics, confidentiality, and professionalism.
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QUALIFICATIONS:

o Bachelor's degree in Accounting, Finance, Business Administration, or a related
field.

o Five years of progressively responsible experience in accounts payable or
governmental accounting.

e Three years of supervisory or leadership experience.

o Working knowledge of ALSDE accounting and financial reporting requirements.

e Such alternatives to the above qualifications as the Board may require.

APPLICATION REQUIREMENTS:

Completed Application (HireTrue)

Resume (uploaded to application)

Three (3) returned References (HireTrue)

*PLEASE ENSURE ALL INFORMATION IS CURRENT WITHIN A 6 MONTH
PERIOD*

REVISED: | April 2026

Please Note: All candidates must submit to a background check (https://fieldprintalabama.com).
Employment is contingent upon candidate meeting suitability criteria as established by Alabama
State Department of Education. The Birmingham Board of Education does not discriminate on the
basis of age, race, color, sex, sexual orientation, religious preference, material status, disability,
national origin, or any other reason prohibited by state or federal law. Employees of the District are
required to comply with the provisions of Title VII of the Civil Rights Act and Title IX of the 1972
Educational Amendments. Birmingham Board of Education is required by state law to verify the
employment eligibility of newly hired employees by using the federal E-Verify program. New
employees are required to provide a Social Security number, an unexpired identity document that
contains a photograph, and other acceptable documents that established employment eligibility. In
addition to determining whether a new hire is authorized to work in the United States, E-Verify will
confirm that the employee’s name and Social Security number match.




