JOB ANNOUNCEMENT

Job Title: Accounts Payable Clerk

Division: Administration: Finance

FLSA Classification: Hourly (Part-time)

Pay Range: $18.00 - $22.00 Hourly (DOE)
Schedule: Part-time (20-25 hours)
Supervises: No

Reports To: CFO/ Finance & Contracts Manager
Location: CINC Palm Desert Campus

Date Updated: August 2026

SCOPE OF POSITION
California Indian Nations College is seeking an Accounts Payable Clerk (APC) to focus on accurate, timely

processing of vendor invoices, expenses, and payment transactions in an educational institution. The ideal
candidate will hold an associate degree and at least two years of Accounts Payable experience with strong
attention to detail while managing multiple priorities. The selected candidate will work directly with the
Finance & Contracts Manager to ensure expenses/invoices are accurately captured and posted into the
accounting system. This position requires strong organizational skills, the ability to work independently,
and a commitment to confidentiality.

ABOUT CINC
California Indian Nations College is an exciting opportunity! We are the only accredited Tribal College in
California. With the support of the Twenty-Nine Palms Band of Mission Indians, College of the Desert, UC
Riverside, and Native American educators and community members, we are growing faster than
imaginable!

We aim to continue this momentum with the inclusion of highly skilled, directly experienced, and
motivated individuals who enjoy working in a fast-past ever-changing work environment. CINC needs
creative individuals with the ability to excel at their positions and engage with students from a wide range
of academic skills and backgrounds.

CINC has three locations: Palm Desert, California; Mecca/Thermal, California; and Riverside
California...the heart of Southern California Indian Country. Multiple reservation communities are
nestled in the Coachella Valley among the backdrop of the Santa Rosa and San Jacinto mountains in
central Riverside County.

APPLY

California Indian Nations College is looking for highly qualified individuals. Only those who meet the
minimum qualifications will be considered for the position below. To apply, please complete the
application and upload your Resume/CV, Cover Letter, and Diversity Statement at
https://cincollege.org/

See job description below.



https://cincollege.org/

JOB DESCRIPTION

Job Title: Accounts Payable Clerk (APC)
Division: Administration: Finance

FLSA Classification: Hourly Part-time

Pay Range: $18.00 - $22.00 Hourly (DOE)
Schedule: Part-time (20-25 hours)
Supervises: No

Reports To: CFO/ Finance & Contracts Manager
Location: CINC Palm Desert Campus

Date Updated: August 2026

SCOPE OF POSITION

California Indian Nations College (CINC) announces the Accounts Payable Clerk (APC) to join the
Finance Department. The Accounts Payable Clerk will support CINC’s accounting teams by recording
agency expenses/invoices and maintaining required digital files in support of an efficient and accurate
accounts payable flow. In addition, the APC will support the Finance & Contracts Manager in various
tasks to support the monthly close process and audit preparations. The Accounts Payable Clerk will be
responsible for processing CINC’s expenses with a focus on accounts payable transactions, accuracy
and timeliness, and engaging in strong relationships with purchasing, vendors and department budget
approvers. This role is ideal for a detail-oriented and organized entry-level professional.

ESSENTIAL DUTIES & RESPONSIBILITIES

Responsibilities:

¢ Ensure compliance with internal controls and company policies throughout the accounts payable
process.

* Process and code weekly expenses/invoices, including PO-based, non-PO, and recurring invoices,
with precision and adherence with company guidelines.

¢ Collaborate with internal teams to improve efficiency in capturing expenses, invoice processing and
payment cycles.

o Utilize Adobe Sign, Excel and the QuickBooks systems to effectively process approvals and maintain
accounts payable workflows.

¢ Maintain organized digital records of invoices, purchase requisitions, receipts, and other supporting
documentation in compliance with audit requirements.

¢ Perform comprehensive 3-way matching by verifying purchase requisitions, receiving
documentation, and expense/invoices to ensure accuracy in pricing, quantities, and terms.

* Review expenses/invoices for proper general ledger coding, cost center allocation, tax compliance,
and ensure routing for approvals according to company hierarchy.

¢ Investigate and resolve expense/invoice discrepancies by coordinating with Purchasing and vendors
to reconcile issues.

¢ Conduct regular reviews of vendor statements to ensure all invoices are accounted for and
processed on a timely basis.

¢ Maintain and monitor the institutional list of Contracts for renewal periods and notify Financial
Manager of upcoming contract expirations



¢ Support month-end closing activities by performing expense account reconciliations.

* Generate periodic reports related to accounts payable.

¢ Expedited support during financial audits.

¢ Act as liaison between departments to ensure expense documentation is received and complete.
¢ Other duties as assigned.

MINIMUM QUALIFICATIONS

The ideal candidate thrives on accuracy and strives to make an impact in a rapidly growing organization.
To perform successfully, the Accounts Payable Clerk must be able to perform each essential duty
independently, accurately, and with great attention to detail. The requirements listed below are
representative of the knowledge, skill, and/or ability required. Reasonable accommodation may be
made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Education: Associates in business or accounting related areas preferred. Education may be substituted with
work related experience.

Able to work independently and communicate effectively with clear and concise verbal and

written communication.

Required Technical / Other Skills and Abilities

General business acumen, experience working with vendors and purchasing.

Ability to analyze basic financial and accounting information.

Knowledge of purchase orders and invoice processing workflows.

Great interpersonal, written, presentation, and oral communication skills; with the ability to
communicate and enhance relationships with constituents across all levels of the organization.
Demonstrated ability to work independently and collaboratively with a positive, professional attitude.
Excellent attention to detail and accuracy.

Maintain confidentiality of sensitive matters.

Advanced ability to learn quickly.

Basic knowledge of Microsoft Excel, Word, and Outlook.

Sensitivity to the diverse academic, socioeconomic, cultural, and ethnic backgrounds of tribal

and the general community; must be open and approachable; effectively and positively represent
the College to all constituents (internally and externally); establish and maintain respectable
working relationships in a diverse and multicultural environment

Maintain confidentiality of sensitive matters.

PREFERRED QUALIFICATIONS

Experience with tribal communities and tribal education or other educational institutions.
Entry level in using enterprise management systems, Microsoft Professional Suite—especially
Excel, Word, and Google applications, such as calendar, and Outlook. Applicants with
QuickBooks Online experience preferred.

Qualified Native American applicants and CINC alumni strongly encouraged to apply.

PHYSICAL DEMANDS

The physical demands described on the attached “Physical Demands of Position” chart are
representative of those that must be met by an employee to successfully perform the essential functions
of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform
the essential functions. See attached “Physical Demands of the Position”



CONFIDENTIAL INFORMATION
This position has access to confidential information — such as student personal data and academic
records. Must be familiar with FERPA mandates.

PERFOMANCE EVALUATION
Performance evaluation will be determined based on performance results of job duties as described
herein as well as attainment of annual strategic work plan goals.

EQUAL OPPORTUNITY EMPLOYER

We are an Equal Opportunity/Affirmative Action Employer; California Indian Nations College maintains a
policy which prohibits the discrimination and harassment on any basis including, but not limited to, race,
age, color, religion, sex, gender, pregnancy, marital status, national origin, tribal affiliation and non-tribal
affiliation, physical or mental disability, medical condition, veteran status, sexual orientation, ancestry,
and any other protected characteristics. If you need special accommodation for the application process,
please contact Human Resources.

ACKNOWLEDGEMENT

I have been given a copy of this position description. | understand that | may be asked to perform job tasks
and duties not listed in the description and that my supervisor may change the description at any time,
according to College needs.

Employee Name Employee Signature Date
Supervisor Name Supervisor Signature Date
Approving Official* Authorized Signature Date

cc: Employee, Personnel File

*HR Director, HR Manager, OOTP
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