
Revised 05/04/2017 
 
 
 

   

JOB DESCRIPTION 

 

TITLE:   STAFF ACCOUNTANT  

REPORTS TO:  CHIEF FINANCIAL OFFICER 

WHD STATUS:  EXEMPT 

DEPARTMENT: FINANCE  

 

PURPOSE & SCOPE OF POSITION 

The Staff Accountant II works independently, manages multiple duties, projects within prescribed 
deadlines and works as the liaison between accounting and programs.  This position communicates with 
and supports homeowner services, construction, and development with mortgage analysis, grant and 
contract administration, forecasting, and reporting.       

Accounting duties include accounts receivable, monthly bank reconciliations, gifts-in-kind, fixed assets 
and depreciation, and assisting with the annual budget process.  Grant and contract administration 
include understanding reporting requirements for each grant and contract, maintaining all files and 
documentation, forecasting, and communicating with other departments about these funding sources and 
programs.  Mortgage accounting includes updating the mortgage activity, posting and reconciling 
payments, monitoring escrow balances, preparing monthly reports, and assist the Director of Homeowner 
Services and COO in managing delinquencies.   

 

KEY RESPONSIBILITIES 
• Prepares monthly journal entries, reconciles general ledger accounts and prepares audit work papers 

to support and facilitate a timely and accurate monthly close.  Accounting areas include the following: 
o Accounts receivable 
o Mortgage payment activity and account balances 
o Gifts–in-kind (HFHI) and other construction 
o Fixed assets and depreciation.   

• This position assists with preparing work papers and reconciliations for annual close and audit.   
• Partners with CFO, local governments, development and construction departments in the preparation 

of proposals, awards, contracts, agreements, budgets, billings and reports.   
• Communicates both formally and informally to requests for proposals, questions, progress reports, 

and agreements. 
• Prepares monthly grant billings, annual grant budgets and subsequent modifications and forecasts 

progress.  Presents forecast reports at monthly status meetings.  
• Researches, analyzes and evaluates federal and/or state grants, contracts, and awards for 

compliance with funding agency requirements.     
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• Coordinates receipt of awards, secures contract files and documentation, prepares schedules and 
special reports as needed, and responds to inquiries from city, county or other funder.   

• Responds to, prepares and coordinates annual compliance, audit, and site visit materials.  
• Performs post-closing mortgage services including: 

o Confirms new homeowner accounts with mortgage servicing company.  
o Assists CFO, COO, and Director of Homeowner services in addressing legal issues regarding 

mortgages including closings, delinquencies, deeds, and plats.   
o Prepares monthly delinquency report for executive review and schedules and attends 

monthly meeting. 
o Monitors and manages payment and escrow activity with mortgage servicer, monitors late 

payment notices, prepares demand letters and loan modification agreements.     
o Conducts delinquency meetings and assists in developing work-out plans.  
o Presents information relating to foreclosures and assists in managing foreclosure process 

within the organization. 
• Assists Controller and CFO with annual budget processes and variance analysis.   
• Other duties as assigned. 
 
 
RELATIONSHIPS 

• Management 
• Staff  
• Volunteers 
• Government and community partners 
• Visitors 
• Public 

 
 
BACKGROUND AND SKILLS 

• Bachelor’s degree in accounting 
• Grant experience preferable 
• Ability to multi-task, high level of organization 
• Information research skills 
• Manage multiple priorities and deadlines, 
• Expertise in Microsoft Office products, advanced in Excel.  
• Strong interpersonal skills with the ability to work independently but have a willingness to partner 

with others to achieve results 
• Accuracy and attention to detail 
• Ability to maintain confidentiality 
• Ability to communicate effectively, both orally and in writing.  
• Knowledge of federal, state and/or community funding sources or mechanisms.   
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PERSONAL TRAIT PROFILE 
● High integrity 
● Diplomatic 
● Empathetic 
● Community and service oriented 
● Customer focused & team spirited 
● Positive attitude 
● Detail oriented 
● Flexible and adaptable 
 
 
 
OTHER REQUIREMENTS 
Languages: Fluency in a second language, (ideally Spanish) is desirable but not required 
License: Valid Arizona Driver’s License with a clean driving record. 
Travel: Occasional  
Overnight stays: Occasional 
Working hours: This position is regarded as full time (40 hours a week).  Work is usually performed 
between 8 a.m. and 5 p.m. Monday through Friday.  Additional hours may be required to perform the job 
and may include some evenings and/ or weekends. 
 
 
DESIGNATED SAFETY SENSITIVE POSITIONS 

HFHT has determined that any position that involves driving, repairing vehicles, operating power tools, or 
operating any equipment that could cause injury, death or property damage or deals one on one with a 
client or customer is a “safety sensitive” position. Also, because our funding comes from a federal funding 
source, failure to enforce policies relating to drugs that are designated illegal by the federal government, 
could subject us to losing our funding. 

It is imperative that an employee be able to safely perform the essential functions of his/her job at all 
times. Therefore, anyone testing positive for any illegal substance or abusing a prescribed medication or 
under the influence of alcohol or marijuana while engaging in a safety sensitive position is subject to 
discipline up to and including termination. 

Employees holding “safety sensitive” positions are not protected from termination even if they have a 
medical marijuana card. 
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AMERICANS WITH DISABILITY SPECIFICATIONS 
PHYSICAL DEMANDS 
The physical demands 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.  

While performing the duties of this job, the employee is required to sit (55%), walk (30%) and stand (14%) 
and lift (1%). The employee must occasionally lift and/ or move up to 40 pounds.  Specific vision abilities 
required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, 
and the ability to adjust focus.  

While performing the duties of this job, the employee is not usually exposed to weather conditions.  The 
job is based in an office environment. The noise level is usually moderate. 

The above statements are intended to describe the general nature and level of the work being performed 
by people assigned to this work. This is not an exhaustive list of all duties and responsibilities. Habitat for 
Humanity Tucson reserves the right to amend and change responsibilities to meet organizational needs 
as necessary. 

 

 

ACKNOWLEDGEMENT 
I have received a copy of the job description and have read and understand the contents. 

 
 
________________________________   __________________________________________ 
Employee Name (please print)   Employee Signature 
 
 
 
_____________________   Action: After signing, please forward to Human Resources 
Date 

 

 

 

 

 


