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Accounts Receivable Clerk  

Job Description  
 
Required: High School diploma or GED certificate with four (4) years of progressively responsible 
experience as an accounts receivable clerk or comparable position in accounts 
payable/accounting/bookkeeping.  
Equivalency:  Associate’s Degree in accounting, business or related field with two years 
professional experience directly related to the standard duties as outlined or any equivalent 
combination of education, training and/or experience as approved by Human Resources 
Department.   
FLSA Status: Non-Exempt  
Level: 7 
Salary: 18.18 - $20.46 per hour DOE 
   
Background 
Southeast New Mexico College formerly New Mexico State University Carlsbad was formed by 
House Bill 212 in April 2021. HB212 made Southeast New Mexico College an Independent College 
accredited by Higher Learning Commission. SENMC is a diverse and community-centered 
institution dedicated to excellence and student success through transformative discovery. 
 
Purpose and Scope 
Under general supervision, provides college-level specialized support in various areas of Accounts 
Receivable. The Accounts Receivable Clerk applies the principles of accounting for receivables for 
both sponsored awards and non-sponsored billings, interprets aged trial balance reports, 
performs data queries, communicates effectively with sponsors, identifies key issues and resolves 
discrepancies. Familiarity with and an awareness of the policies and procedures that apply to the 
accounts receivables function are required to ensure compliance with federal regulations. This 
position requires the ability to work independently, exercising judgment and initiative. 
Candidates should enjoy being part of a close-knit team and have a solid understanding of general 
accounting practices, a friendly but proactive drive to get things done, strong communication 
skills, the ability and desire to learn new tools, and a positive attitude toward process 
improvement and efficiency. 
 
Duties and Responsibilities 
In conjunction with Director of Finance, the Accounts Receivable Clerk will assist in the following: 
 
Student & Other Receivables Payments:  
Review the Anthology system for accuracies in student account charges. Post the daily charges to 
the general ledger.  



 

 

Receive and post student account and other receivables payments from various external sources, 
coordinating with other departments as necessary. Ensure compliance with SENMC policies and 
procedures. Balance cash drawer daily. Prepare reconciliation report and deposit of cash receipts 
at the end of the day, verifying bank deposit and data entry balances to ensure accurate entries. 
Reconcile balance sheet accounts quarterly. Receive funds and apply deposits to SENMC accounts 
and reconcile SENMC register. Post student charges/payments to the general ledger. Make calls 
to students with accounts past due. Responsible for keeping up with accounts in collections – 
internal and external. 
 
SENMC Receipts & Deposits:  
Review, verify, and post departmental deposits and receivables. Assist departments in 
researching deposit entries. Research unidentified payments. Process and track returned checks. 
Review incoming departmental deposits for fund or revenue errors and report discrepancies. 
Assist in the research of any discrepancies between what is posted between the bank and 
SENMC. Ensure all transactions are processed according to SENMC Cash Management policies, 
procedures, and Generally Accepted Accounting Principles. Maintain department fiscal records 
according to established SENMC retention criteria. Purge records beyond retention schedules. 
Gather documentation in response to internal and external audit requests. 
 
Customer Service:  
Provide support to the SENMC Business Office, email accounts, and lobby check-in system, 
providing the highest level of customer service and ensuring compliance with the Family 
Educational Rights & Privacy Act (FERPA). Provide accurate information in a professional manner 
to students and external agencies inquiring about their account status including charges, credits, 
adjustments, and payments as well as SENMC, state, and federal policies and procedures. May 
assist in issuing campus ID cards. Provide support and guidance to other Business Office team 
members and other areas of SENMC as needed. Identify inefficiencies to promote operational 
excellence and coordinate process improvements of service to students and the SENMC 
community. May assist in processing routine data into the accounting information system and 
assists in the maintenance of account receivable files. Act as a backup for other team members to 
ensure all accounting functions will be completed in a timely manner. Performs miscellaneous 
job-related duties as assigned. 
 
Knowledge, Skills, and Abilities 
Knowledge of accounts receivable principles, procedures, and standards. Knowledge of financial 
recordkeeping procedures, laws, regulations, and standards. Knowledge of SENMC and/or public 
auditing policies, standards, and procedures. Knowledge of cost estimating, budgeting, and fiscal 
management principles and procedures. Strong interpersonal, communication skills and the 
ability to work effectively with a wide range of constituencies in a diverse work environment. 
Records maintenance skills. Assess situations, analyze problems and effectively communicate 
with internal and external customers to resolve issues with minimal direction or assistance from 
supervisor. Prioritize and complete work tasks independently, delegate as appropriate to meet 
deadlines. Analyze several pieces of information and draw valid conclusions. Perform basic and 
intermediate mathematical computations (e.g. add, subtract, multiply, and divide whole 
numbers, fractions and decimals, calculate percentages and compute interest charges). Provide 
customer service to internal and external customers to potentially diffuse related issues that have 
escalated. Use administrative computing systems (e.g. Anthology, QuickBooks or other similar 



 

 

software) for data entry, review and retrieval. Understand tax status as it relates to vendor 
payments. Be discreet and maintain confidential information. 
 
Affirmative Action Statement 
Southeast New Mexico College is an Equal Opportunity/Affirmative Action employer dedicated to 
excellence through diversity. SENMC is an Equal Opportunity/Affirmative Action employer 
dedicated to excellence through diversity and does not discriminate on the basis of race, color, 
religion, national origin, age, sex, sexual orientation, handicap/disability, Vietnam era/disabled 
veteran status, gender identity or expression, or any other non-job related criteria. 
 


