
AP SPECIALIST / ACCOUNTING TECHNICIAN I 

 
AP Specialist/ Accounting Technician I 

(Click on job title to proceed to Indeed.com to submit resume and application) 

 
This position is entry level or one step up and focuses on accounts payable. The person will 
report to and support the Sr. Accountant in all other tasks. The list below illustrates the various 
types of work that may be performed. Knowledge of low income housing programs and 
regulations, as well as federal, state policies and guidelines, and reporting requirements 
pertaining to the effective management of public funds. Highly capable operating Authority 
computer equipment, applicable software, and general office machines; including 10 - key by 
touch. Knowledge of SACS helpful, and proficient in MS Office: Outlook, Word and Excel 
critical. Only qualified candidates with experience, knowledge and education listed in this 
posting will be considered. CCHRA is an Equal Opportunity Employer. 

 Process and verify vouchers and invoices, make necessary adjustments, and verify and 
reconcile balances and total accounts payable. 

 Research problem invoices and purchase orders and contact vendors. 
 Run trial reports, issue checks for payment, including audit checks, refund checks, 

checks for Tenant Accounting, and other manual checks. 
 Assist with payroll. 
 Reconcile employee travel vouchers, advances and actual expenses reported by 

employees. Prepare travel advances and reimbursements and disburse to vendor or 
employee as appropriate. 

 Research account coding and ensure consistent coding is used that provides optimum 
detail for purchases. 

 Maintain data in computerized system (SACS), verify and balance information recorded 
and generate reports. 

 Communicate with vendors regarding payment status and resolve payment issues. 
 Resolve account discrepancies by investigating documentation, issue stop payments, 

payments, or adjustments. 
 Create and maintain accounts payable files in an accurate and timely manner. 
 Respond to inquiries from employees, department heads, vendors, and outside agencies 

about accounts payable procedures. 
 Handle documents on a variety of general financial topics of a highly sensitive nature 

and maintains confidentiality regarding all documents and information received by or in 
the possession of the employee. 

 Accountable for consistent adherence to strong Authority standards regarding the 
ethical, responsible, and appropriate use, care, and safeguarding of Authority materials, 
supplies, resources, and other assets. 

 Prepare and make deposits. 

Education and Experience 
 
Associate’s degree from an accredited college or university in Accounting or Business 
Administration with an emphasis in Accounting or Finance, or two (2) years of progressively 
responsible experience in bookkeeping, accounting, finance, or an equivalent combination of 
education and experience sufficient to fulfill essential position functions. 
  

https://www.indeedjobs.com/charleston-county-housing--redev-auth/_hl/en_US?cpref=JXWAtnzf3XWjLOi4YeVNLnsfzg9-fxtSJSXCsnn3rXY


 
Knowledge and Skills 

 Good knowledge of GAAP, basic bookkeeping principles, recordkeeping 
procedures, cost allocation, auditing, and financial reporting. 

 Knowledge of low-income housing programs and regulations, as well as federal, state 
policies and guidelines, and reporting requirements pertaining to the effective 
management of public funds. 

 Ability to analyze and interpret fiscal and accounting records and to prepare accurate 
and complete financial reports. 

 Ability to determine, calculate, tabulate, or summarize data/information, including 
performing subsequent actions in relation to these computational operations. 

 Ability to establish priorities in workload and to assure continuity of work flow. 
 Ability to establish and maintain effective working relationships with subordinates, co-

workers, and persons outside the Authority. 
 Ability to communicate clearly and concisely, both orally and in writing. 
 Ability to deal effectively with sensitive and confidential information. 
 Considerable skills in operating appropriate Authority computer equipment, applicable 

software, and general office machines; including 10 - key by touch. 
 Ability to meet aggressive deadlines and juggle multiple priorities. 
 Physical Requirements 
 Work is principally sedentary, but may involve some physical exertion, such as lifting to 

obtain files, records, and eye strain from working with computers and other office 
equipment. 

 Must be able to simultaneously sit and/or stand for up to eight hours at a time while 
preforming work duties. 

 Must be able to use fingers bilaterally and unilaterally to operate job-related equipment. 
 Must have vision and hearing corrected to be able to perform essential job functions. 
 Must be able to perform essential job functions in an environment that will sometimes 

include increased levels of work-related stress. 
 Must maintain punctuality and attendance as scheduled. 
 An employee may request a reasonable accommodation to mitigate any of the physical 

requirements listed above. 

Other Requirements 
 
Must possess a State of South Carolina driver’s license and regularly participate in continuous 
improvement and education. Must work with the highest degree of confidentiality. 
 
CCHRA is an Equal Opportunity Employer. CCHRA conducts a pre-employment drug and 
alcohol screen and background check. An application may be downloaded from the 
CCHRA website and will be required if selected for further consideration. Only applicants 
who meet the qualifications and requirements posted with be considered. 
 
Competitive pay; state health, dental, vision and retirement benefits. Generous holiday, sick 
and vacation time. Must have valid driver's license. Go to www.cchra.net to download job 
application and scan/email your application and resume/cover letter, fax (843) 266-8806 or 
mail/drop off to CCHRA, 2106 Mt. Pleasant St., Charleston, SC 29403. 
 
CCHRA is an Equal Opportunity Employer. 


