
 

1. 

 
 
 
TITLE:   Accounts Payable Supervisor  
REPORTS TO:   Accounting Manager 
JOB STATUS: Full Time, Exempt (Salary) 
SALARY GRADE: 5 
SALARY RANGE: $52,382-$78,574 

  
POSITION SUMMARY 
The Accounts Payable Supervisor will oversee the Accounts Payable process for all Riedman entities and 
supervise a team of A/P Specialists. The Accounts Payable Supervisor is expected to be the subject matter expert 
on all things related to Riedman A/P.  
 
ESSENTIAL FUNCTIONS:   

• Process check runs (paper checks and ACH) for our construction division, corporate entities, and 
portfolio of current properties.  

• Oversee A/P processes, ensure accuracy and timeliness of vendor payments.  Provide support in 
development, implementation, and maintenance of systems, procedures, and policies.   

• Supervise a team of A/P Specialists and provide support for their development. 

• Manage customer vendor relations and prepare credit applications. 

• Responsible for record retention and document management of A/P invoicing and other A/P documents 
such as vendor W9s, vendor COIs, etc. 

• Develop guidelines for proper handling and coding of invoices to maintain general ledger expense 
accounts.   

• Establish workflows for invoice approvals. 

• Annual 1099 processing and ensuring W9s have been collected from all vendors. 

• Provide accounting assistance to management and operations staff; respond to financial 
questions/concerns to meet business needs. 

• Assist A/P Specialist with reconciliation of vendor statements including working with vendors on 
resolution of reconciling items. 

 
OTHER RESPONSIBILITIES  

• Assists Accounting Manager with Fixed Asset Accounting. 

• Provides audit support as required. 

• Assists Construction Accountant with work in progress reconciliation and AIA documents. 

• Assists the Accounting Department in additional projects and assignments. 

• Various other duties as assigned. 
 

Knowledge and Experience: 

• Bachelor’s degree in Accounting or related field of study preferred.  

• Knowledge of construction accounting and job cost is preferred. 

• Minimum 3 - 5 years of related work experience or a combination of education and experience.  

• Must be familiar with the operation and use of standard office computers and bookkeeping programs.  

• Experience with Sage300/Timberline preferred.  
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• Experience with cloud-based property management software is preferred. 

• Working knowledge of Microsoft Word, Excel, and Adobe Acrobat. 
 
Skills and Abilities 

• Strong organizational and analytical skills with attention to detail are required. 

• Strong accounting knowledge. 

• Excellent oral and written communication skills. 

• Ability to multi-task and work within established deadlines with accuracy and ability to follow up. 

• Desire to work as a team member. 

• Lead by example and motivate staff. 

• Maintain confidentiality in all aspects of work. 
 
PHYSICAL DEMANDS   
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear.  The employee 
frequently is required to stand, walk, and sit.  The employee must occasionally lift and/or move up to 20 pounds.   
 
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 
The work environment is a standard office environment with low to moderate level of noise. 

 

 


