Job Title: Staff Accountant


MARION HOUSING AUTHORITY

JOB DESCRIPTION

Job Title:

Staff Accountant
Department:

Accounting
Reports To:

CFO
FLSA Status:

Hourly/Non-Exempt
Pay Scale:

$22.00/hour - $32.00/hour
Scope and Purpose

To assist the CFO and other Accounting staff with the accounting and audit of all program and project operations. Above all else, the spirit of teamwork and cooperation with other team members will not only improve the job done but enhance the entire work experience.

Duties and Responsibilities

General Administration:

· Assist with monthly reconciling of trial balances for accurate financial reporting.

· Assist with audit of cash funds maintained at all locations, including vending income.
· Assist with paying all invoices, charge to proper projects accounts and code all checks;

· Assist with maintaining general ledger and all supporting documentation necessary for program Compliance;

· Assist in preparing for the financial audit;

· Assist with grant administration e.g. Capital Fund, etc. 

· Assist with monitoring utility usage and summary for yearend statement;

· Assist with preparing and maintaining Tenant Accounts Receivable Register and Investment Register;

· Assist in submitting monthly and quarterly reports (Monitor Federal tax Form 941, Indiana Department of Workforce Development Form UC-1, Limited Partner; Department of Housing and Urban Development Reports, including Section 8 Voucher Management System (VMS));

· Prepare 1099 forms as well as reporting to SSA, Internal Revenue Service, and Indiana Department of Revenue;
· This individual should require little to no supervision and reports directly to and assists the CFO in most financial aspects of the Authority;
· Assist with monthly and fiscal year-end closings;
Supervising Personnel:

· This position may supervise employees as/when deemed necessary.
Working Hours:

· This is a full-time position.
Skill Requirements

· Knowledge of basic accounting, particularly the ability to reconcile accounts and audit various functions within the department.

· Knowledge of Agency’s policies and procedures, particularly as they pertain to the finances of the Agency and property management.

· Knowledge of Department of Housing and Urban Development (“HUD”) and IRS rules and regulations that apply to property management.

· Knowledge of basic office practices, procedures, and equipment.

· Knowledge of the principles of management and supervision.

· Knowledge of the operation of the Agency’s computer system and software.

· Knowledge of Basic English in order to communicate verbally and in writing.

· Knowledge of mathematics sufficient to perform audit functions and sales verification.

· Ability to maintain detailed records such as budgets and grant-related documentation.

· Ability to read and interpret policies and guidelines in order to make sound decisions.

· Ability to prepare clear concise reports and make appropriate recommendations within the scope of responsibility. 

· Ability to use basic office equipment such as telephone, fax, copier and computer.

· Ability to generate records, receipts, and reports efficiently using a calculator and the computer system, particularly Excel spreadsheets.

· Ability to establish and maintain effective working relationships with peers, superiors, residents, community service agencies, and the public.

· Ability to manage multiple priorities and demands to accomplish tasks per established requirements.

· Skilled in analyzing situations to identify problems and offer possible solutions.

· Skilled in communicating with all types of people in a wide variety of situations.

Qualifications for this Position

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Education and/or Experience, Language Skills, Mathematical Skills, Reasoning Ability, Certificates, Licenses, Physical Demands, Work Environment:
· Bachelor’s degree in Accounting from accredited institution;

· Two years of related financial work experience;

· Administrative, organizational and communication skills;

· Ability to keep sensitive information confidential;

· Ability to work with and educate Authority staff;

· Ability to use an computer generated accounting system;

· Ability to define problems, collect data, establish facts and draw valid conclusions;

· Must have no felony convictions and possess a valid Indiana driver’s license and reliable transportation;

· While performing the duties of this position, the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; talk and hear.  The employee frequently is required to stand and sit.  The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl.  The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus;

NOTE:  This job description should not be interpreted as all-inclusive. It is intended to identify the major responsibilities and requirements of this job classification.
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