	El Paso Collaborative for Community and Economic Development

JOB DESCRIPTION


ACCOUNTING MANAGER 

Salary: $45,000 - $55,000 (DOE); Position Classification: Exempt; Full-time

This position is grant funded.  There is no guarantee of continued employment after the grant period.
Reports to:  Executive Director / Asset Development Director/Compliance Officer
The Accounting Manager will be responsible for all areas relating to financial reporting. This position will be responsible for developing and maintaining accounting principles, practices and procedures to ensure accurate and timely financial statements. The Accounting Manager will ensure that financial tasks associated with this project are completed in a timely and accurate manner. This position addresses tight deadlines and a multitude of accounting activities including general ledger preparation, financial reporting, year-end audit preparation and the support of budget and forecast activities. The Accounting Manager will work closely with the Executive Director, Asset Development Director and Program Administrator for a large HUD grant which requires strong interpersonal communication skills both written and verbal. 

Tasks involved with this position include:

· Obtaining and maintaining a thorough understanding of the financial reporting and general ledger structure; 

· Ensuring accurate and timely monthly, quarterly and year-end close;
· Ensuring the timely reporting of all monthly financial information; 

· Assisting the Executive Director with daily banking requirements, including drawdown of grant funds in compliance with specific grant requirements;
· Ensuring  the accurate and timely processing of cash receipts and disbursements; 

· Ensuring that monthly and quarterly reconciliations are performed in a timely and accurate manner; 

· Monitoring and analyzing financial policies and procedures to achieve a higher level of efficiency and use of resources while maintaining a high level of accuracy; 

· Advising program staff regarding the handling of non-routine reporting transactions; 

· Responding to inquiries from the Executive Director and other management staff  regarding financial results, special reporting requests and the like; 

· Working with the Executive Director to ensure a clean and timely year-end audit; 

· Ensuring that all financial reporting deadlines are met; 

· Assisting with development and implementation of new procedures and features to enhance the workflow of the department; 

· Providing training to new and existing staff if/as needed;  

MINIMUM REQUIREMENTS
Education
BA/BS in Business with an emphasis in Accounting, CPA or CPA candidate
Technical Skills and Prior Experience

· Five to seven years prior experience in the financial reporting/general ledger area;

· Experience with fund accounting and grants management;
· Must be PC proficient and able to thrive in a fast-paced setting; 
· Must be QuickBooks proficient; Knowledge of PeachTree would be helpful.
·  Must have strong experience and proficient with Microsoft Excel and Word; Knowledge of Access would be helpful.
· Ten key by touch required;
· Strong verbal and written communication skills;
· Strong interpersonal skills;
· Ability to multi-task, work under pressure and meet required deadlines;
The marginal functions of this position have not been included. This job description in no way implies that these are the only duties to be performed. An employee will be required to follow any other job-related duties required by the Executive Director.
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