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BOSTON





Job Description:
Accounts Payable Clerk

	Classification:
	Line Level

	Position type:
	Hourly 

	Hours/Travel:
	40 / 0

	Reports to:
	Assistant Director of Finance

	Location:
	Boston

	Date:
	2.25.18


Summary:

	Mandarin Oriental Hotel Group is the award-winning owner and operator of some of the most luxurious hotels, resorts and residences located in prime destinations around the world.  Increasingly recognized for creating some of the world’s most sought-after properties, the Group provides 21st century luxury with oriental charm. Above all, Mandarin Oriental is renowned for creating unique hotels through distinctive design and a strong sense of place, luxury hotels right for their time and place. The Group regularly receives international recognition and awards for quality management and legendary service hospitality.  

This position is located at Mandarin Oriental Boston. Holding both the AAA Five Diamond and the Forbes Five-Star awards, Mandarin Oriental, Boston enjoys a coveted location in beautiful Back Bay. With a sophisticated yet relaxed atmosphere, the hotel offers the perfect blend of luxury and style.

It is the mission and intent of this position that the incumbent will assist the Director of Finance & Assistant Director of Finance in verifying accuracy of invoices/statements received, prepare and issue checks to vendors, maintains accurate detail of Travel Agent Commissions and payments made to each agency.

This position entails conducting continuous verification of invoices, statements, and credits received, resolving any discrepancies with invoices, statements, credits and/or vendors, travel agents or any departments within the hotel.  This also includes preparing payments with proper documentation for signature.  Additional duties include creating and maintaining computerized records of expenses and payments, assisting in the preparation of various reports produced by the department and assisting in the month end closing process.
The Accounts Payable Clerk/Staff Accountant reports to the Director of Finance and Assistant Director of Finance.




Essential Functions: 

	Duties and Responsibilities

1. Major responsibilities:
· Maintains computerized sequential log record of all purchase orders issued, completed and outstanding

· Reviews open purchase order file, checks on past due invoices weekly, investigates and resolves any outstanding issues

· Obtains original copies of all purchase orders and matches same to related receiving materials

· Verifies receipt of all materials listed on invoices and statements received from vendors and suppliers

· Performs accuracy verification of items received, general ledger account & department charged and invoice extensions

· Reports deviations from established purchasing/receiving procedures to Assistant Director of Finance and Director of Purchasing

· Posts and inputs invoice data into accounting software on a daily basis; verifies data is accurate

· Prepares approved and signed checks for mailing in timely manner (or as required by law)

· Performs file maintenance activities for purchase orders, receiving documents, signed check copies, computer print outs and other documentation pertaining to accounts payable operations

· Assists in end of month closing process, including payments, reversals, and accruals

· Verifies and processes payment of Travel Agent commissions

· Assists in the performance of annual review and purge of files

· Other duties as assigned




Competencies:

	Requirement on Core Competencies

The incumbent will require the following personal attributes:

1. Delighting our Clients

· Awareness and sensitivity to the concept of luxury and quality.

· Responsive and genuine with customers.

· Sustains performance.

· Confident with customers.

2. Working with Colleagues

· Communicates a compelling vision.

· Inspires co-operation and commitment.

· Adapts work style and ethics appropriately.

· Actively listens and builds on other ideas.

· Effectively understands and uses resources.

· Is culturally sensitive.

· Good written and verbal skills.

3. Promoting a Climate of Enthusiasm

· Has energy and drive.

· A sense of urgency.

· Motivating individual.

· Communicates clearly.

· Open to feedback and learning.

· Possess potential to grow.

4. Being the Best

· Achievement orientated.

· Makes things happen.

· Has presence.

· Has positive impact and influence.

· Generates, innovative options.

· Adapts plans to suit change.

· Seeks continuous improvement opportunities.

5. Delivering Shareholder Value

· Takes a helicopter view and keeps in focus.

· Understands and knows the business market.

· Clearly understands effective operating of a hotel.

· Develops and implements strategy.

· Adapts strategies to changes.

· Aligns plans to strategies.

· Continuously seeks new opportunities.

6. Playing by the Rules

· Operates ethically.

· High level of personal integrity.

7. Acting with Responsibility

· Can identify core issues and problems.

· Emotionally stable and mature.

· Accepts feedback.

· Coaches others.

· Manages responsibilities.

· 


Supervisory Responsibilities:

	· None


Education and Experience:

	1. Mandatory
· Two + years experience in Accounting, thorough understanding of purchasing and receiving procedures

· Working knowledge of computer software to include SUN Systems & All Windows applications 

· Strong Level of Proficiency in Excel

· Strong organizational and communication skills

· Ability to work flexible schedule to include weekends and holidays

2. Desirable 

· Bachelors Degree in Accounting, Finance or Hospitality Management

· Strong Team Player, enthusiastic to learn and accomplish the Finance Department & Mandarin Oriental Overall Goals.

 


Work Environment, Physical/Visual Acuity Requirements:

	· INSERT ONLY ONE OF THE OPTIONS IN THE APPENDIX


Physical Activity (constantly, frequently, occasionally, rare):

	Physical Activity
	Frequency
	
	Physical Activity
	Frequency

	Climbing
	Occasionally 
	
	Pushing
	Occasionally 

	Balancing
	Occasionally 
	
	Pulling
	Occasionally 

	Stooping
	Occasionally 
	
	Lifting
	Occasionally 

	Kneeling
	Occasionally 
	
	Fingering
	Occasionally 

	Crouching
	Occasionally 
	
	Grasping
	Occasionally 

	Crawling
	Occasionally 
	
	Feeling
	Occasionally 

	Reaching
	Occasionally 
	
	Talking
	Occasionally 

	Standing
	Occasionally 
	
	Hearing
	Occasionally 

	Walking
	Occasionally 
	
	Repetitive Motion
	Frequently 


Other Duties:

This job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee.  Other duties, responsibilities and activities may change or be assigned at any time with or without notice.
Signatures:

The colleague signature below constitutes the colleague’s understanding of the requirements, essential functions and duties of the position.

The colleague signature below constitutes the colleague’s understanding of the requirements, essential functions and duties of the position.

	
	
	

	Colleague signature
	Print Name
	Date


	
	
	
	

	Supervisor Signature
	Print Name
	Title
	Date


Equal Employer Opportunity statement:

Mandarin Oriental Hotel Group provides equal employment opportunities (EEO) to all colleagues and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics.  In addition to federal law requirements, Mandarin Oriental Hotel Group complies with applicable state and local laws governing nondiscrimination in employment in every location in which the company has facilities.  This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, and transfer, leaves of absence, compensation and training.

Mandarin Oriental Hotel Group expressly prohibits any form of workplace harassment based on race, color, religion, gender, sexual orientation, gender identity or expression, national origin, age, genetic information, disability, or veteran status.  Improper interference with the ability of Mandarin Oriental Hotel Group’s colleagues to perform their job duties may result in discipline up to and including discharge. 
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