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Accounts Payable Clerk 
 
 
Position: Full Time / Regular / Non-Exempt 
 
Supervisor: Chief Financial Officer 
 
SUMMARY:  The Accounts Payable Clerk will participate in the agency’s overall financial and 
administrative processes, mainly focused on all recording financial transactions and 
reconciliation. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Accounting: 
1. Records day-to-day financial transactions and completes the posting process. 
2. Processes accounts receivable and payable. 
3. Reconciliations including payables, receivables, 401K and bank accounts. 
4. Processes checks. 
5. Updates, maintains, and ensures accuracy in the general ledger. 
6. Maintains printed and digital financial records. 
7. In concert with Senior Accountant and CFO, assists with certain HR functions and month-

end and year-end closing. 
General Duties: 
1. Adheres to Agency and Department policies and procedures. 
2. Participates in Agency and Department meetings and events, collection of data/information, 

and Quality Improvement Monitoring and Review. 
3. Performs other duties as designated by supervisor or agency 
 
QUALIFICATIONS: 
Associate degree required, bachelor’s degree preferred in accounting or business-related field 
and /or commensurate three or more years of experience.  Possesses valid, current Driver’s 
License. 
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OTHER SKILL, ABILITIES, AND QUALIFICATIONS: 
• Veteran, preferred. 
• Comprehensive knowledge of or experience in the Middle Tennessee region’s Veteran, 

community (especially homeless), housing, employment services and resources. 
• Comprehensive knowledge of or experience in health, mental health and substance 

abuse services and resources. 
• Excellent customer service skills: energetic, outgoing, engaging and personable. 
• Excellent multi-tasking and time management skills. 
• Compassionate, energetic and team focused. 

 
BENEFITS:  
Fun, mission driven culture; excellent PTO policy; 401K and subsidized health care, dental and 
vision plan. 
 
HOW TO APPLY:  
A resume and cover letter should be submitted to jobs@osdtn.org. No phone calls please. 
Selected candidate must pass a drug test and background check. 
 
OSDTN is an equal opportunity provider of services and an equal opportunity employer-Civil 
Rights Act of 1964 and Americans with Disability Act of 1990.  If you require support or 
adjustments during the job application or interview process, please contact us via email 
at jobs@osdtn.org or call 615-248-1981 and ask for HR.  OSDTN is committed to complying 
with federal and state laws regarding individual needs, ensuring reasonable accommodations 
for applicants and candidates who may require assistance. 
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