
 

Position Title: Accounts Payable Specialist 

The mission of the Siegel JCC is to be the hub of Jewish life in our region. We strengthen the 

greater community by nurturing Jewish belonging and encouraging social, physical, and 

intellectual growth in an environment guided by Jewish values and culture. 

The mission of The Jewish Federation of Delaware is to mobilize the Jewish Community to 

address issues, meet needs and build an agenda for the future.   

The Accounts Payable Specialist is directly responsible for the daily operation of the Accounts 

Payable function for both the Siegel JCC and the Jewish Federation of Delaware.  This position 

works closely with all staff members and will at times assist with accounting projects and other 

accounting functions, including Accounts Receivable.  

Job Responsibilities: 

 Prepare and manage all invoices on a daily basis, from approvals to payment 

 Manage purchase order system and supporting documentation for all expenses 

 Code invoices, expense reports, check requests, etc., according to established 

procedures in order to ensure proper recording in financial system. 

 Handle all vendor correspondence via phone or email 

 Investigate and resolve issues associated with Accounts Payable processing 

 Prepare and process bi-weekly invoice payments  

 Prepare cash balance reports 

 Assists with monthly reports and month-end close process  

 Reconcile applicable accounts  

 Maintain and update vendor contact and remittance information as necessary 

 File and maintain filing system for Accounts Payable documents 

 Perform other duties as required to support Finance Department 

Job Requirements: 

 Personal qualities of integrity, credibility, and unwavering commitment to the missions 

of the Siegel JCC and the Jewish Federation of Delaware 

 3-4 years relevant experience  

 Solid understanding of double-entry accounting and accounting principles 

 Proven ability to calculate, post and manage accounting transactions 

 Working knowledge of Excel, Word, MS Office 

 Knowledge of office administration and procedures 

 Good internal and external customer service skills 

 Excellent written and verbal communication skills  

 Strong organizational skills 

 Detail-oriented 

 Ability to multi-task 

 Ability to work in a fast-paced environment 

 Open to change and willing to learn new skills 

 Ability to follow up on pending issues 

 Ability to meet deadlines 

Please submit resume and salary requirements to jobs@siegeljcc.org 
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