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JOB DESCRIPTION

	JOB TITLE
	Comptroller
	Date of Last Modification
	09/1998

	Department
	Executive

	Reports To
	Executive Director

	Supervises
	Finance Department Staff

	Salary Range
	


	Work Schedule
	( Full Time
	( Part-Time

	Status
	( Regular Position
	( Temporary Position

	Wage and Hour Laws Status
	( Non-Exempt
	( Exempt

	Union Status
	( Union
	( Non-Union


GENERAL SUMMARY: Summary of major reasons job exists.
This position is responsible for accomplishing the Housing Authority's financial management, accounting, and purchasing activities.  Performs a variety of administrative and supervisory tasks involving planning, overseeing, recording, monitoring and reporting of financial transactions in the Authority's low-income housing, operating budget, Section 8 assistance program budget, and various capital or modernization grant programs.  

DUTIES AND RESPONSIBILITIES: Majority of duties performed.  Not meant to be all-inclusive or to prevent other duties from being assigned.

1. Maintains a system of accounts, records, and reports which reflect the financial status of the Authority owned and operated properties and Authority managed properties including Section 8, Comprehensive Improvement Assistance Plan (CIAP), Comprehensive Grant Program (CGP), HOPE VI and other funded programs.
2. Handles all financial and other correspondence pertaining to assigned duties.
3. Delegates and supervises work of staff responsible for accounts payable and receivable, purchasing, payroll, materials and contracts, and the management information system, and periodically evaluates their job performance.
4. Develops, installs and maintains budgeting systems to control expenditures and oversees the expenditure of funds by all departments.
5. Prepares monthly and annual income and expense summaries, balance sheets, cash flow statements, etc.
6. Develops and maintains an effective Cost Allocation Plan and Interest Allocation Plan.
7. Assists the Executive Director and department directors in preparing all PHA program budgets.
8. Provides information needed for maintaining various fiscal registers and inventory control over Authority's non-expendable property.
9. Monitors requests for reimbursements of fund expenditures.
10. Meets and confers with officials of federal and local agencies and financial institutions involved in fiscal aspects of Authority’s operation.
11. Establishes and maintains internal controls to appropriately safeguard the Authority's funds and property.
12. Establishes and maintains files of permanent records, such as Annual Contribution Contracts, investment documentation, contracts, property deeds, etc.
13. Reviews and analyzes financial reports, performance analysis, cost analysis and other fiscal reports required by HUD.
14. Oversees payroll for all departments, as well as all IRS and Employment Commission reporting.
15. Oversees grant and fund budgets (i.e. CGP, HOPE VI, Drug Elimination, etc.).
16. Oversees disbursements to Section 8 landlords, purchasing for all departments and authorizes expenditures.
17. Oversees investments of Authority excess funds, monitors securities pledged with banks and determines cash requirements.
18. Prepares reports for the Executive Director and Board of Commissioners (BOC) including the monthly, quarterly and annual financial reports.  Submits reports to HUD and makes presentations to BOC.
19. Maintains records needed to compute Payment in Lieu of Taxes on Authority properties.
20. Directs the Section 8 leased housing accounting activities.
21. Solicits bids for insurance coverage, negotiates and recommends insurance coverage for Authority property and liability insurance requirements.  Supervises the processing of related insurance claims and monitors expiration dates of coverage.
22. Assists in preparation of and recommends revisions to Authority policies and procedures related to fiscal affairs.
23. Performs other duties as assigned.
SKILL SET REQUIREMENTS: Knowledge, skills, and abilities normally required for competent performance in the job.
Education/Experience: Bachelor’s degree in Accounting, Finance, Economics, Public Administration or related field from an accredited college or university, and five years of progressively responsible experience in accounting, finance, investments, etc.; one year of which is in the area of low-income housing or a closely related field, and three years supervisory experience, or an equivalent combination of education and experience.

Preferred Skills/Qualifications: 

1. Familiar with Government Accounting (HUD) and Nonprofit Corporation reporting. Considerable knowledge of applicable Authority operating policies, procedures, and HUD regulations; applicable federal, state, and local laws, regulations, and guidelines and Department of Labor.
2. Comprehensive knowledge of modern principles, practices and techniques of accounting, budgeting, financing, loans, mortgages and financial reporting and cost allocations.
3. Knowledge of data processing principles and practices; modern principles, practices, and techniques of public housing management, and HUD accounting handbooks and guidelines.
4. Skill in office technology, computers, fax machines, modems, magnetic media.
5. Ability to plan, direct, and/or supervise the work of others, and delegate responsibility and authority.
6. Ability to communicate clearly and concisely orally and in writing.
7. Ability to deal effectively with situations that require tact and diplomacy, yet firmness.
8. Ability to establish and maintain effective working relationships with subordinates, co​workers, and persons outside the PHA.
9. Bondability.
10. Must have a valid Texas driver’s license.
11. Must be eligible for coverage under Authority fleet auto insurance.
SUPERVISION GIVEN AND RECEIVED
The employee receives direction and guidance from the Executive Director. The Executive Director, HUD regulations and procedure, or the employee, depending on the assignment, establishes courses of action, deadlines and priorities.  Routine duties are initiated by the employee without supervisory direction.  Instructions to the employee may be general or specific in nature.  Problems or situations not covered by instructions are usually referred to the supervisor for resolution.  The employee's work is reviewed occasionally for accuracy, completion, and compliance with policies and procedures.

The employee gives instructions to subordinates, which are usually broad and nonspecific unless an unusual situation or problem arises.  The employee monitors the work of subordinates for accuracy, completeness, conformity to policy and achievement of goals or objectives and evaluates employee job performance.

GUIDELINES

The employee refers to HUD regulations, generally accepted accounting principles, federal, state and local laws, and Authority policies and procedures in performing work.  These guidelines cover most job-related situations, although the employee occasionally is required to use independent judgment in making decisions.  If guidelines do not cover a situation, the employee consults the supervisor or makes a decision based on the circumstances.

COMPLEXITY
The employee performs a wide variety of related tasks ranging from routine and repetitive to relatively complex financial matters.  Established procedure, the supervisor, or the employee determines the course of action.  Tasks may occasionally have to be coordinated, integrated, and/or prioritized.  The employee makes decisions regarding unusual circumstances.
SCOPE AND EFFECT

The employee's work affects all of the Authority's housing programs and the housing residents.  The Authority's financial condition can determine to a great extent the quantity and quality of housing and services the Authority is able to provide for low-income families.  Successful accomplishment of tasks by the employee can enhance the Authority's ability to provide housing that is decent, safe and sanitary, and adequate for its residents.

PERSONAL CONTACT
Most of the employee’s contacts are with HUD officials, Authority employees, business firms, consultants and contractors.  Contacts are made to verify, give, obtain or clarify, provide information; coordinate, advise, motivate, influence, and justify, defend, negotiate or resolve matters or issues.

PHYSICAL DEMANDS

Work is principally sedentary, but may involve some physical exertion, such as kneeling, crouching, or lifting to obtain files and records, and eye strain from working with computers and other office equipment.
WORK ENVIRONMENT

Work is primarily indoors and involves the normal risks and discomforts associated with an office environment, but is usually in an area that is adequately heated, cooled, lighted, and ventilated.
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