
June 3, 2020 

Accounts Payable Intern 
Endo International plc - Malvern, PA 

Full-time, Part-time, Temporary 

Job Summary - a concise overview of the job 

The Accounts Payable Intern provides administrative and task based support to the wider Accounts 
Payable team. The position is responsible for performing tasks such as invoice processing, e-invoicing 
exceptions, payment monitoring, vendor support, monthly accruals. The position is a temporary 
(approximately 6 months) and part-time (approximately 20 hours per week) role. The role will provide 
hands up experience across a wide range of accounts payable functions and responsibilities including ad 
hoc projects. 

All incumbents are responsible for following applicable Division & Company policies and procedures. 

Scope of Authority - span of control (work unit, site, department, division, etc.), monetary value of 
budget/spend authority ( capital, operating, etc.), P&L responsibility, etc. 

Ensures accuracy and timeliness of all financial entry postings, reconciliations, processing, and reporting 
associated with accounts payable and audits. Relies on instruction and pre-established guidelines, 
policies and procedures to perform the function of the job. Relies on general instructions for new 
assignments. Works under direct or indirect supervision, requiring limited independent judgment and 
decision making. 

Key Accountabilities - key outcomes/deliverables, the major responsibilities, and % of time 

Accountability 

Responsibilities 

% of Time 

Accounts Payable Processing 

Delivers AP services in compliance with Endo’s policies, procedures, internal control environment, SOX 
controls and audit standards. 

Addresses inquiries and requests from vendors and internal business customers. 

Resolve discrepancies between invoices and purchase orders 

Responsible for troubleshooting and resolving problems with processing of invoices for payment. 

Researches root causes of blocked invoices and determines solution to minimize reoccurrences. 

Researches and processes complex invoices for payment. 

Works with AP Associates to capture all expenses for monthly accrual reporting. 

Prepares reports of pending approvals or pending receipt; works with others to ensure appropriate 
actions are being taken. 

Implement changes to achieve standardization across businesses. 

Supports escalated cases from team members and supports the AP Management in resolving process 
issues within the AP, Procurement, Accounting and Treasury functions. 

Works to integrate new businesses or new business segments into AP process. 

Various ad hoc accounts payable projects as needed. 

 
100% 

https://www.indeed.com/cmp/Endo-International-PLC


 
Qualifications 

 
Education & Experience 

 
Minimal acceptable level of education, work experience and certifications required for the job 

 
Pursuing a Bachelor’s Degree in Accounting or related field, High school Diploma or equivalent with 5+ 
years of experience within Accounts Payable 

Experience with gathering metrics and other quantitative information 

 

Knowledge 

 
Proficiency in a body of information required for the job  

e.g. knowledge of FDA regulations, GMP/GLP/GCP, Lean Manufacturing, Six-Sigma, etc. 

 
Working knowledge of MS Office tools with an emphasis on Excel 

 
Skills & Abilities 

 
Often referred to as “competencies”, leadership attributes, skills, abilities or behaviors that may be 
enterprise, functional or job specific e.g. coaching, negotiation, calibration, technical writing etc. 

 
Attention to detail – ability to maintain a high level of accuracy in preparing information. 

Prioritizing and organizing skills – balancing time across different priorities. 

Strong interpersonal skills 

Strong customer service orientation – understanding and acting upon differing needs of diverse 
customers. 

Continuously work to improve processes through technology or quality improvements. 

 
Physical Requirements 

 
Physical & mental requirements e.g. lift 40 pounds, walk across plant/warehouse, business travel (% of 
time), driving as part of work responsibilities, etc. 

 
Primarily work is performed sitting at a desk. 

 
Disclaimer: The above statements are intended to describe the general nature and level of work 
performed by employees assigned to this job. They are not intended to be an exhaustive list of all duties, 
responsibilities, and qualifications.  

 

Apply at:  
https://www.indeed.com/jobs?q=accounting%20internship&l=Philadelphia%2C%20pa&start=10&vjk=08f9
ca8ef6b7cf0e 

https://www.indeed.com/jobs?q=accounting%20internship&l=Philadelphia%2C%20pa&start=10&vjk=08f9ca8ef6b7cf0e
https://www.indeed.com/jobs?q=accounting%20internship&l=Philadelphia%2C%20pa&start=10&vjk=08f9ca8ef6b7cf0e

