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TITLE:  Accounting Associate - Accounts Payable  REPORTS TO:  Treasurer/Accounting Manager 

FLSA STATUS: Non-Exempt BRANCH/DEPT:  CORPORATE/Finance 

  

 

POSITION SUMMARY:  

Responsible for the processing of corporate employee expense reimbursement.  Interacts with vendors to 
receive proper documentation and management for proper authorization prior to payment.  Maintains 

invoices and records of cancelled checks as required for record retention, tax and legal purposes.  Is a back-
up for setting up and removing the Bank’s assets on the Fixed Asset module and assigning depreciation to 
the life of the asset according to Bank policy.   

 
 

ESSENTIAL FUNCTIONS:  

1. Processes Loan Accounts Payable for the Bank and affiliates.  Works with Loan Operations to reconcile 

borrower-related fees and expenses. 

2. Interacts with vendors, as required, to ensure that a properly submitted invoice is received for a 
payment request and processes those requests through the Bank’s AP module according to policy. 

3. Prior to payment, all invoices are properly approved by designated personnel, and all invoices are 
properly coded to the correct General Ledger account. 

4. Accurately keys data and gives attention to accounting detail.  Ensures that checks are issued properly, 
accurately and timely. 

5. Maintains paid invoices and records of cancelled checks as required for record retention, tax and legal 

purposes. 

6. Interacts with affiliates of the Bank to insure proper payment of all invoices.   

7. Provides back-up for the input, tracking, and depreciation of fixed assets. 

8. Clears stale-dated exceptions in the Bank’s checking accounts. 

9.  Works with the Small Business Administration Finance Center regarding payment of fees. 

10.  Prepares presentations and analyses of the Bank’s expense accounts for management. 

 

ADDITIONAL RESPONSIBILITIES: 

1. Has responsibility for following regulatory requirements including those pertaining to the Bank Secrecy 
Act (BSA), Anti-Money Laundering (AML), Customer Identification Program (CIP), and OFAC to assist in 
the identification, detection and determent of money laundering or other unlawful activities. 

2. Functions as a team and realizes all members of the team are vital to its success. 

3. Performs other duties as required. 

 
SKILLS: 

 Knowledge of standard and GAAP accounting practices 

 Knowledge of bank policies, procedures and criteria 

 Detail oriented, high level of ownership and accuracy 

 Excellent customer service and interpersonal skills 
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 TITLE:  ACCOUNTING ASSOCIATE -- ACCOUNTS PAYABLE (continued) 

 

 

The above statements are intended to describe the general nature and level of work being performed by the incumbent 

assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties 
and/or skills required of all personnel so classified.  Live Oak Bank promotes an equal employment opportunity workplace 
which includes the consideration of a reasonable accommodation of otherwise qualified disabled applicants and employees.  
This job description does not create an employment contract, implied or otherwise, other than the employment-at-will 
relationship. 
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 Sound judgment 

 PC proficiency, with emphasis on spreadsheets 

 

EDUCATION: 

 Bachelor’s degree in Accounting, Finance or Business  

 
EXPERIENCE: 

 3+ years of Accounting experience in the Financial Service industry preferred. 
 

 Proficiency in computer software packages (i.e., Microsoft Office, Power Point, etc.) 
 

 

PHYSICAL DEMANDS/WORK ENVIRONMENT REQUIREMENTS: 

 Vision, hearing, speech, movements requiring the use of wrists, hands and/or fingers 

 Able to sit, stand, stoop and bend 

 The ability to work the days and hours required to fulfill the essential functions of the position 

 The ability to work long hours and to multitask 

 

 

MENTAL DEMANDS: 

 Learning, thinking, concentration 

 The ability to interact with others and exercise self-control 

 The ability to work under stressful conditions, particularly in customer situations 

 The ability to make decisions and exercise discretion, when necessary 

 

 
 
 
 

 
 
 

 
 
 

 
 


