Director of Finance

Position Overview: This position requires the expert knowledge of Generally Accepted Accounting Principles (GAAP) and Governmental Accounting Standards Board (GASB) standards.  Under the direct supervision of the Chief Financial Officer, the Director of Finance will, administer, advise, manage/coordinate and oversee the Housing Authority’s fiscal/financial management programs and activities.  This position has expert knowledge of Public Housing, Section 8/Housing Choice Voucher Program, Tax Credits, Bond Financing, Capital Fund, and Mixed-Finance Development.  
 
JOBSUMMARY
This position will provide support to the Chief Financial Officer for the implementation of the agency’s financial goals.  This position assumes the responsibility for day-to-day financial operations, asset and debt management, and, provides highly complex administrative support on financial matters to senior staff and programs, and performs other related duties as required. 
 
This position interprets, communicates and administers HUD programs, policies and procedures and ensures compliance with regulations and policies that are relevant to other Federal, State, Local, and internal regulatory requirements. 
 
This position will maintain authority based upon assignment from the Executive Director and the Chief Financial Officer to supervise the accounting staff. Job specific duties relating to supervisory authority are listed in the performance areas of the job description. The Chief Financial Officer will notify the Director of Finance in writing for any changes of supervisory job duties. The Director of Finance will also maintain authority to delegate job duties to other accounting staff, but will be held accountable for all tasks listed in the performance areas of job description.
This position shall perform miscellaneous tasks not listed in this document as directed by the Chief Financial Officer or Executive Director.
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES
Performs duties and responsibilities commensurate with assigned functional area which may include any combination of the following tasks:
 
This position is responsible for maintaining financial records that will comply with GAAP, HUD Accounting requirements, and Asset Management requirements. The financial records will agree   with all approved budgets and comply with financial reporting requirements, audit review, and information technology templates that exist in the software. Some performance area tasks listed in this job description are also included with accounting staff’s individual job descriptions. New tasks assigned to accounting staff must be done in writing with the approval of the Chief Financial Officer.
 
Specifically:
 
Performance Area #1 - 
Responsible for all books of account and associated components thereof for the _________Housing Authority, including but not limited to the:
a.   

Public Housing Programs.
b.  

Section 8 Housing Choice Voucher Programs.
c.   

Capital Fund Programs.
d.  

Central Office Cost Center
e.   

Non-HUD programs
f.   

Grant Programs
 
Performance Area #2 – 
Responsible for the preparation and electronic submission of all required financial reports (i.e. monthly, semi-annually, and annual) to include the monthly Section 8 Voucher Management System report as required by:
a.    
HUD, FEMA and all Federal Agencies
b.   
State of _________
c.    
The Executive Director or “designee”.
 
Performance Area #3
Responsible for the preparation of the following documents/reports. 
a.      
Calculation of Operating Subsidy including any revisions that may be required.
b.     
Annual and budget revisions for programs funded by HUD and Non-HUD programs.
c.      
Assign tasks for budget preparation to appropriate accounting staff.
d.     
Provide documentation to the Chief Financial Officer for the audited review of the 
agency’s financial statements upon request.
 
Performance Area #4 – 
Responsible for supervisory related activities within the Accounting Department.
a.      
Oversight of cash management activities
b.     
Stay updated by attending workshops, webinars, and review internet updates 
regarding HUD requirements, Section 8 Voucher Management Systems, software 
updates, banking changes and payroll changes.
c.      
Assist accounting staff with day to day problem solving.
d.     
Attend all senior staff meeting and report changes back to the accounting staff in a 
timely manner.
e.     
 Provide written documentation to the accounting staff for changes in procedures, cost 
centers or new accounting responsibilities necessary to effectively supervise the 
accounting department.
f.      
Responsible to submit reports to  the Chief Financial Officer that will monitor 
account’s payable activity, and occupancy for the purposes of achieving maximum 
PHA scoring in the financial and management categories.
g.      
Maintain professional relationships with agency stakeholders as necessary to perform 
job duties.
     
Performance Area #5 – 
Responsible for accounting staff.
a.     
Vacation request.
b.     
Time sheets
c.      
Disciplinary Action (Recommendations to CFO and/or Executive Director)
d.      
Performance review
 
Performance Area #6
This position shall be knowledgeable of all software programs, equipment, and systems required performing job-related tasks and duties.  
a.    
Word processing applications (MS Word, Outlook).
b.    
Spreadsheets (Excel).
c.    
Graphical presentation software (PowerPoint).
d.    
Computerized accounting systems (i.e. Project-based Management, 2000 Landlords,   
HUD/FHA, internal software programs, etc.). 

EDUCATION AND EXPERIENCE REQUIRMENTS
 
This position requires a Bachelor’s Degree in Accounting or related field from an accredited college or university. In addition to the educational requirements, this position is required to have at least five (5) years of increasingly responsible professional governmental accounting and finance experience with at least three (3) years of supervisory or management level experience - some of which involves public housing governmental accounting experience. 
 
Education and experience must demonstrate comprehension and application of Generally Accepted Accounting Principles (GAAP) and Governmental Accounting Standards Board (GASB) guidelines,  and must demonstrate the ability to (1) design, recommend, and implement modifications of accounting methods, procedures, forms, and records; (2) prepare financial statements and reports such as balance sheets and other operating statements; and (3) analyze accounts and accounting relationships that result in complex accounting entries.  Professional certifications are desirable but not required.
 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIREMENTS
Knowledge Requirements
1. 
Standards and practices for establishing and maintaining valid accounting 
documentation and a credible audit trail. 
2. 
State and/or local regulations affecting the assigned accounting function. 
3. 
General knowledge of housing subsidy programs under the United States Department 
of Housing and Urban Development to include; eLOCCS, REAC, FDS, VMS, 
IMS/PIC
4. 
Principles and practices of budget preparation and administration
5. 
Operational knowledge to include general accounting requirements, housing authority 
software programs, payroll, budget,  insurance, grant compliance, and other related 
activity.
 
Ability to:
· Effectively meet deadlines.
· Use automated systems and operates office equipment/software at an acceptable level of proficiency. 
· Obtain certification from HUD approved certifying agency for Project Based Accounting within 12 months of employment.
· Effectively supervise accounting staff to include guidance, personnel issues, and have ability to determine high priority matters that need immediate attention.
· Establish and maintain effective working relationships with all agency staff, Executive Director, and stakeholders as required by job responsibilities. 
· Gain and apply knowledge of daily operating procedures and internal standards, processes and procedures as they relate to the assigned accounting function. 
PHYSICAL DEMANDS
The physical demands and work environment described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  This position involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or controls and reach with hands and arms. Vision abilities required by this job include close vision and the ability to adjust focus.  This position may be required to push, pull, lift, and/or carry up to 25 pounds.
