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STAFF ACCOUNTANT
Position Description

Mission: Hacienda is a Latino Community Development Corporation that strengthens families by providing affordable housing, homeownership support, economic advancement and educational opportunities. 


Status:


Full-Time, Non-Exempt

Reports to:

Chief Financial Officer
Salary Range:
            $16 - $18 DOE
Program/Dept:            Administration

Our Core Values
Respect: We strive to treat others and each other with dignity, fairness and respect.

Integrity: We conduct our work with openness and transparency as stewards of the public trust.  

Excellence: We expect excellent performance in the delivery of services and programs to our         community.

Diversity: We embrace inclusiveness of ethnic, cultural and socioeconomic perspectives in our board, staff, contractors and resident community. 

Collaboration: We collaborate with community, public, and private partners to leverage resources to achieve greater results.  

Commitment: We seek and value board members and staff who are committed to strengthening the Latino Community.

Position Summary:

The Staff Accountant will be responsible for various day to day accounting functions for the organization. The primary areas include processing accounts payable and providing some support to the asset management program.

Specific Duties and Responsibilities:
· Accounts payable

· Input all accounts payable invoices and credit card activity, and keep related files organized

· Provide all employees with help for completing Accounts Payable processing documentation 

· Process check runs weekly.  This may include driving to get Board signatures on checks. 

· Communicate with vendors to resolve invoice or payment questions

· Assist with preparation of documents requested in connection with annual audit

· Banking

· Make weekly bank deposits

· General Ledger

· Perform account analyses and journal entries as requested

· Asset management

· Review third-party-prepared property financial statements and input monthly data into asset management excel worksheets

· Prepare requests for withdrawals from property replacement reserves

· Assist in review of property budgets

· Additional duties, as assigned by either Accounting or Asset Management personnel
Skills and Educational Requirements:
This is a non-exempt position.  The minimum qualifications include an associate’s degree in accounting or equivalent non-profit accounting experience. At least two (2) years experience in full charge bookkeeping or accounting at a non-profit organization highly desirable.  

Experience and proficiency in using a variety of standard technology, such as:

· MS Office products, especially Excel

· PC and network environments; Windows environment; Outlook and internet

· Familiarity with Abila MIP accounting software preferred

Experience working in an environment with multiple entities and intercompany activity a plus. 

Bi-lingual (Spanish) and Bi-cultural skills preferred.

Working Conditions:
Essential skills include Ability to interact with all segments of society in accordance with Hacienda’s Core Values, establishing priorities, timely completion, and utilizing fiscally sound cost practices.  All positions at Hacienda CDC are at will and subject to annual performance evaluations. It is expected that the person in this position will contribute to the development of best practices and initiatives that advance the mission of Hacienda CDC. 
Compensation: The salary range for this position is $15-$17 per hour, depending on experience, plus benefits. This is a full-time, exempt position.
Benefit Package includes: Medical, Dental, Vision, Alternative Health Care, Section 125 Flexible Spending Account, 401K, Employee Assistance Program, Life Insurance, Long Term Disability, AD&D, Vacation Accrual, Sick Leave Accrual, Holidays and Personal Days. 
How to Apply:
Please submit the following: 
(1) A cover letter that reflects how your previous experience qualifies you for this position.
(2) A resume. 
(3) Three references.
Email the documents listed above to HR@HaciendaCDC.org 

Closing Date:   04/07/2017
The Hacienda Community Development Corporation is an Equal Opportunity Employer and does not discriminate based on religious affiliation, marital status, physical or mental disability, national origin, citizenship, age, race, color, creed, gender, gender identity, sexual orientation, genetic makeup, political or union affiliation, status as a Vietnam-era, disabled or other veteran, or any other basis protected by federal, state or local law. In compliance with the Americans with Disabilities Act, the Agency will provide reasonable accommodations to qualified individuals with disabilities.

