
 
 

Revenue & Payables Specialist 
 

Job Description  
 

Job Title: Revenue & Payables Specialist 

Department: Accounting / Human Resources 
Reports to: Accounting Manager 
Grade Level:  10 
 

Summary of Position: The Revenue & Payables Specialist directly performs daily, weekly, bi-
weekly and monthly duties involving the gathering, consolidating and posting of transactions to 
the books & records of the company. The Revenue & Payables Specialist supports the 
Accounting Manager by monitoring and reporting on the timely flow of data from the Hotel, 
F&B, Marketing, and Maintenance departments. 

 
Essential Functions: 

 
A. Office Support: 

1. Perform cashiering services for servers, front desk and managers. 
2. Maintain accounting vault and adequate cash to change out with deposits. 
3. Collect and distribute incoming mail daily. 
4. Answer telephone and take messages. 
5. Send faxes. 
6. Send outgoing mail. 
7. Make copies. 
8. File.  

 
B. Revenue Reconciliation: 

1. Record and reconcile all gift certificates, new and redeemed. 
2. Collect money from vending machines and post to ledger. 
3. Collect, count, and audit all daily shift deposits for all departments. 
4. Reconcile daily revenue and follow up on missing deposits and missing paperwork. 
5. Prepare daily deposits for bank. 
6. Post daily revenue/ deposits to general ledger. 
7. Research bank or credit card company request for Credit Card charge backs, answer 

customer inquiries and responds to bank or CC Company. 
8. Monitor and record sales tax-exempt transactions and supporting documents. 
9. File daily revenue/cash receipt reports in binders and/or on cloud. 
10. File Special Event (SE) calendars and monitors SE sales for over $500.00 sales tax 

limits. 
 

C. Payables Management: 
1. Scan and input invoices into QuickBooks system. 



2. Review & reconcile weekly and monthly vendor statements for accuracy prior to 
posting. 

3. File and organize invoices. 
4. Pull invoices from unpaid invoice file and match to check stubs when paid. 
5. If vendor is eligible for 1099 – get “W-9” from vendor and input data into vendor 

master file. 
 

D. Reporting: 
1. Gather information used in the creation of efficiency reports  
2. Create and maintain financial reports for CFO and/or Accounting Manager 

 
E. Payroll: 

1. Organize and distribute payroll checks bi-weekly. 
2. Copy and mail out W-2s as requested. 

 
Other Functions: 
 

1. This position requires professional dress, consistent office hours between 9 AM and 5 
PM, integrity, confidentiality, and good inter-personal skills.  

2. Follows company policies and recommends change to policy when appropriate. 
3. Fulfills all other tasks as assigned by Accounting Manager.   

 
 
 
 
Required Knowledge, Skills, and Abilities:  

 
1. Thorough knowledge of accounting principles, practices, and procedures.  
2. Excellent math, verbal and written communication skills.  
3. Strong administrative, organizational and analytic skills; ability to work independently. 
4. Computer literacy including QuickBooks, Microsoft Word and Excel; proficiency with ten 

key. 

 
Qualifications: Previous accounting experience required. Must be self motivated, professional, 
mature and customer friendly.  

 

 

Manager signature/ Date: _________________________________________________ 

 

Employee Signature/ Date: ________________________________________________ 


