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Job Title:  Accounts Payable Clerk 
Reports To:  Controller or Designee 
 

About CLARE|MATRIX:  CLARE|MATRIX is a nonprofit organization providing effective and 
compassionate treatment, recovery, and prevention services for alcoholism and substance abuse 
to individuals, families, and the community.   
 
Since 1970 CLARE|MATRIX has provided quality substance abuse and mental health treatment 
to men, women, and children in southern California.   
 
Through programs run by a compassionate, committed, results-oriented team of counselors, 
therapists, and administrators, CLARE|MATRIX continues to build its reputation as a leader in 
Evidence-Based Treatment practices and continues to break new ground in the areas of positive 
outcomes, outreach, research, and community involvement.  
 
Headquartered in Santa Monica, CA, CLARE|MATRIX maintains 18 facilities in the Southern 
California region; providing services to participants in a manner consistent with its Core Values: 
Compassion, Teamwork, Integrity, Empowerment and Adaptability. 
 
Summary:  
The Accounts Payable Clerk supports the activities of the Controller by conducting invoice 
activities; paying vendors for delivered materials and services; providing inventory support; and 
performing clerical/ administrative functions.   
 
Major Areas of Responsibility: 
 
 Maintain a good knowledge and understanding of CLARE|MATRIX’s mission, vision and 

philosophy; and support these tenants at all times, while conducting agency business.   
 
Specific Responsibilities:  
 Reconciles processed work by verifying entries and comparing system reports to balances. 
 Charges expenses to accounts and cost centers by analyzing invoice/expense reports; 

recording entries. 
 Pays vendors by monitoring discount opportunities; verifying federal id numbers; 

scheduling and preparing checks; resolving purchase order, contract, invoice, or payment 
discrepancies and documentation; insuring credit is received for outstanding memos; 
issuing stop-payments. 

 Pays employees by receiving and verifying expense reports; preparing checks. 
 Maintains accounting ledgers by verifying and posting account transactions. 
 Verifies vendor accounts by reconciling monthly statements and related transactions. 
 Maintains historical records by filing documents. 
 May disburse petty cash by recording entry; verifying documentation. 
 Protects organization's value by keeping information confidential. 
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 Other duties as assigned.  
 

Knowledge, Experience & Skills:  
Tracking Budget Expenses, Attention to Detail, Thoroughness, Organization, Analyzing 
Information, Accounting, Vendor Relationships, Data Entry Skills, General Math Skills. In addition, 
the following are strongly desired: 
 Solid understanding of basic bookkeeping and accounting payable principles 
 Proven ability to calculate, post and manage accounting figures and financial records 
 Data entry skills along with a knack for numbers 
 Hands-on experience with spreadsheets and proprietary software 
 Proficiency in English and in MS Office 
 Customer service orientation and negotiation skills 
 High degree of accuracy and attention to detail 
 A High School diploma and at least three years’ experience in a related field is required. 

 
Physical Demands: 
While performing the responsibilities of the job, the employee is required to talk and hear. The 
employee is often required to sit and use their hands and fingers, to handle or feel. The employee 
is occasionally required to stand, walk, reach with arms and hands, climb or balance, and to 
stoop, kneel, crouch or crawl. Vision abilities required by this job include close vision. 
These physical demands are representative of the physical requirements necessary for an 
employee to successfully perform the essential functions of the job.  Reasonable accommodation 
can be made to enable people with disabilities to perform the described essential functions. 
 
Work Environment: 
This job will be primarily located at the CLARE|MATRIX offices, in Santa Monica, CA. While 
performing the responsibilities of the job, these work environment characteristics are 
representative of the environment the job holder will encounter.  Reasonable accommodations 
may be made to enable people with disabilities to perform the essential functions of the job. 
 
Conclusion: 
This job description is intended to convey information essential to understanding the scope of 
the job and the general nature and level of work performed by job holders within this job.  But, 
this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, 
responsibilities or working conditions associated with the position. 
 
By my signature, I acknowledge that I have received and reviewed a copy of this job description: 
 
_________________________________________   __________________ 
Employee Signature       Date 
 
 
CLARE|MATRIX is an equal opportunity/affirmative action employer. CLARE|MATRIX does not discriminate because of gender, sexual orientation, race, religion, age or 
physical, mental or sensory challenges. No qualified applicant will be denied employment sole on the basis of having or not having a prior history of alcoholism or other drug 
addiction. 
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