JOB DESCRIPTION - Bookkeeper

Job Summary:

This is a prt time job. This employee performs all manual bookkeeping required, completes financial reports, drafts operating budget and revision for both Conventional Low Rent Housing and Section 8 Certificate Program. Advises Executive Director on financial matters.

Specific Job Functions:


1.
prepares draft of operating budget and any revisions required


2.
prepares draft of performance funding system forms and revisions thereto


3.
maintains book of accounts for LHA Conventional and Section 8 Certificate 


programs, including cash receipts and expenditure ledger, general ledger and 


property ledger


4.
prepares monthly financial statement


5.
prepares semi-annual and annual financial reports for LHA Conventional 



and Section 8 Certificate programs


6.
prepares forms for requisition of funds for Section 8 Certificate program


7.
general financial work as required

Required Skills:


1.
knowledge of bookkeeping and accounting, budgeting, control of finances and 


investments


2.
understanding of financial reports


3.
ability to read and interpret complex Federal Register and HUD handbooks 


and implement instructions therefrom


4. computer expertise is desirable

Equipment/Materials Used

Adding machine, calculator, copier.

Working Conditions

Air conditioned office with little hazard to health or body. Some travel required. Mostly desk work. No heavy lifting or physical efforts required. Lots of reading.

