 SEQ CHAPTER \h \r 10ACCOUNTING CLERK

GENERAL LEDGER
Position is supervised by:
Accounting Supervisortc "Position is supervised by\:
Accountant"
Position Status:
Non-exempt

ESSENTIAL JOB FUNCTIONS:

Under general supervision of the Accountant, performs responsible and technical accounting work involving the keeping of financial records and statistical data/records.  Records transactions within established systems and procedures.  Exercises independent judgment in the processing of accounts.  Analysis and verifies financial reports and record of receipts.

Employee is expected to work productively in the absence of supervisor.  Work is normally reviewed only upon completion.  Initiative and judgment is required in making decisions in accordance with approved procedures and precedents. Accounting Clerk will perform a wide variety of duties related to the Accounting Section.

Primary Duties:

1.  SEQ CHAPTER \h \r 11Maintain all financial records for the Housing Authority including cash receipts, disbursement ledgers, and general ledger and print reports.

2.
Assure accuracy of major funds received by verifying all receipts, checks and other banking transactions, necessary to account for funds in the NOHA (HAP) account.
3.  SEQ CHAPTER \h \r 29Prepare annual contribution and admin calculations reports monthly.

4.
Responsible for making timely deposits of funds into their proper bank accounts.  Enter all deposits to check register of each project.

5.
Reconcile bank statements for all major accounts to verify end of the month bank balances and NOHA check register balances.  Process reconciliation reports and check registers.

6.
Responsible for preparation of monthly Health/Life Insurance and Tax Sheltered Annuity Statements for payment.  Determine employee/employer share.  Calculate payments based on the payroll deduction reports.

7.
Balance all Section 8 Landlord and Tenant payments; process checks, direct deposits, and complete monthly reports.
8.
Prepare Payroll and Labor Distribution Report.  Determine project percentage and post wages and benefits to projects based on percentage.  Process information and print Labor Distribution.  
9. 
Perform other duties as assigned by the Accountant or the 

Executive Director.

10.
To assist the A/P position to complete monthly tasks.
11.     Dispose of old records according to HUD regulations.  

Experience:

Two (2) years accounting experience related to General Ledger, Balance Sheets, Profit and Loss, and payroll. .

Principals, procedures and practices of General Accounting, modern office procedures, practices, systems and equipment relating to financial operations including computerized accounting procedures.

Basic understanding of accrual accounting, General Ledger, financial analysis, Income and expense statements and Profit and Loss statements.  Multiple project accounting will be helpful, but not required.

Skills:
Planning, organizing and completing work in a timely manner.  Preparing financial reports, statements, documents and entries in accordance with established procedures and requirements.  Work effectively and accurately under narrow time limitations.  Computer experience in MicroSoft Office Suite; primarily Word and Excel.   Work effectively with others; communicating clearly and concisely, verbally and in writing.  Project a positive and professional image for Northwest Oregon Housing Authority.

Requirements:
Must possess a valid Oregon Drivers License.  (Exceptions for other state-driving license will be made on a case by case basis.)  Have a good driving record to assure the lowest cost to the Housing Authority for insurance.  A printout from the Department of Motor Vehicles on driving history for the last 5 years will be required.

Understand the need for and maintain confidentiality of all Housing Authority records.

The Employer will require a Substance Abuse test prior to employment and random testing after employment.

For physical and mental abilities required performing necessary job functions, see attached.

This position is covered under the Union Contract.

NOHA is a drug free employer.  Background and credit checks will be conducted.
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