Position Description

Title:


Accounting Clerk/Internal Auditor

Supervisor:
Deputy Executive Director

DUTIES AND RESPONSIBILITIES

Responsible for accomplishing the Housing Authority's financial/accounting and purchasing.  Performs a variety of administrative and supervisory tasks involving oversight, recording, monitoring and reporting of financial transactions in the Authority's housing programs.  Specific duties include the following:

Maintain a system of accounts, records and report which reflect the financial status of the Authority owned and operated properties and Authority manages properties including Section 8 New Construction, CFP, Drug Elimination Program and etc.

Handles all financial and other correspondence pertaining to assigned duties.

Prepares checks to pay invoices, records payments in check register and in appropriate vendor accounts.  Schedules payments to meet due dates and received vendor accounts.

Maintains employees annual, sick and compensatory time records.  Maintains personnel records and advises department directors and Executive Director on personnel matters.

Collects employee time cards, marks cards and reconciles to leave slips.

Computes payrolls for all Authority employees and maintains supporting records.  Maintains files for cash receipts, security deposits and adjustments, Tenant Accounts Receivables and others.

Enrolls eligible employees in retirement and health plans, informs them of all changes in plans and maintains computer listing on employees, insurance, retirement and salary budgets.

Prepares and posts deposits for transactions for the general ledger for all programs.

Prepares annual W2 Forms, 1099 Forms and related reports.

Assists Fee Accountant in the preparation of financial reports, performance analyses, cost analyses and other fiscal reports required by HUD.

Reviews copies of bank statements and serves as liaison with bank on lost and returned checks.

Assists fee accountant in closing Authority's books, preparation of year-end financial statements, and analyses of results of Authority operations.

Responsible for central office petty cash fund.

Requisitions funds for program payments.

Performs other duties as assigned by the Executive Director.

QUALIFICATIONS AND KNOWLEDGE

Associate degree in Accounting or Business Administration from an accredited college or university, and five years of progressively responsible accounting experience, 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.

Considerable knowledge of applicable PHA operating policies, procedures and HUD regulations; applicable federal, state and local laws, regulations and guidelines.

Skill in using office machines such as typewriters, calculators and computers.

Ability to communicate clearly and concisely orally and in writing.

Ability to establish and maintain effective working relationships with subordinates, co-workers and persons outside the PHA.

Bondability.

Valid Texas driver's license.

SUPERVISION RECEIVED AND GIVEN

The employee receives instructions primarily from the Executive Director.  Courses of action, deadlines and priorities are established by procedure, the supervisor, or the employee, depending on the assignment.  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 periodically for accuracy, completion and compliance with policies and procedures. 

The employee supervises a staff of 1 employee.  The employee delegates work, monitors employee efforts and periodically evaluates job performance.

GUIDELINES

The employee refers to Authority and HUD regulations, 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 to make 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.  The course of action is determined by established procedure, the supervisor or the employee.  Tasks may occasionally have to be coordinated, integrated, and/or prioritized.  Decisions regarding unusual circumstances are made by the employee on occasion.

SCOPE AND EFFECT
The employee's work affects all of the Authority's housing programs and it's 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 services for it's residents.

PERSONAL CONTACTS

Most of the employees contact are with the Authority employees, business firms and contractors.  Contacts are made to verify, give, obtain or clarity, 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, lighted and ventilated. 

