 SUPPORTIVE HOUSING COMMUNITIES

Position Description


Title:   

Supportive Housing Communities (SHC) Finance Coordinator
Duties:
Responsible for a broad variety of financial, accounting and guidance to ensure the sound financial management and control of the organization; serves as the primary liaison to the Director of Finance, Chief Operations Officer, and Chief Executive Officer to strengthen SHC’s financial position.

Reports to:
Director of Finance 
Degree of

Supervision:   
Evaluation by the Director of Finance in accordance with Supportive Housing Communities’ performance evaluation policies and procedures 
Positions
Supervised:
Oversight of temporary employees on occasion.
The purpose of this job description is to communicate the responsibilities and duties associated with the position of Finance Coordinator. Every person is expected to perform any reasonable task or request that is consistent with fulfilling organization objectives.

It is imperative to review these duties, skills, and physical requirements closely and understand that by applying for the role, you are verifying that you can perform all the duties, have the skills and possess the abilities that are necessary to perform the job as described. 
Major Performance Duties

Conducts all business in accordance with agency policies and procedures, Fair Housing, Americans with Disabilities Act, Fair Credit Reporting Act, and all other laws pertaining to rental housing and supportive housing programs. While the following should be considered a comprehensive description of this position, it should also be noted that some responsibilities and duties may not be specifically addressed.

1. Perform all functional operations of the Finance Department, including accounts receivable, accounts payable, payroll, banking and general ledger transactions and ensures the accuracy of all functions.
2. Create budget templates and work with organizational leaders to develop budgets for all properties, projects, and departments. Monitor and compare budget to actual results.
3. Prepare monthly financial statements (balance sheet, budget-to-actuals, cash flow projections) and present financial results to the Director of Finance for review and discussion.
4. Assist the Director of Finance in the monthly closeout process and annual audit, including posting journal entries and performing account reconciliations.

5. Reconcile bank statements, credit card statements, unearned revenue, accounts receivable.

6. Process all accounts payable through online bill pay system.
7. Coordinate with an outside firm on all audit activities, preparation of Form 990 and compliance with financial transparency and reporting requirements.
8. Coordinate with the Development Department to ensure all grants and donations received are accurately recorded and expenditures are aligned with gift restrictions.
9. Prepare reimbursement requisitions under government grants to guarantee accurate and timely reimbursement of approved cash expenditures.

10. Manage all aspects of payroll, including timekeeper tracking, processing, and recording. 

11. Manage benefit deduction and compensation changes.

12. Maintain and file quarterly, semi-annual, or annual sales tax return.
Position Requirements

1. Minimum of four (4) years of non-profit and/or government accounting/financial experience.

2. Bachelor's degree in accounting, business administration, finance or related experience/degree required.

3. Demonstrated experience in financial management and accounting.

4. Experience with audit, legal compliance, and budget development.

5. Ability to translate financial information and effectively collaborate with non-finance colleagues.

6. Understanding of internal controls and risk management.

7. Ability to develop and implement policies and procedures.

8. Strong Microsoft Office Suite skills (Word, PowerPoint, Outlook, Teams), including advanced Excel skills.

9. Strong accounting software skills, must include QuickBooks.

10. Strong analytical and problem-solving skills.

11. Strong attention to detail and a high degree of accuracy.

12. Experience with budget preparation and financial reporting for multi-family housing a plus.

13. Experience operating in a fast-paced environment that has limited resources a plus.

14. Experience working in racially diverse organizations and demonstrated cultural competency skills a plus.

15. Professional demeanor and good interpersonal skills.

16. Ability to maintain appropriate discretion and confidentiality. 

17. Ability to independently organize and prioritize work and meet critical deadlines.

18. Ability to coordinate strategic initiatives.

19. Ability to interact effectively and appropriately with professionals, boards, committees, volunteers, and executive staff. 

20. Commitment to Supportive Housing Communities’ mission and values.

21. Ability to comply with policies, rules, and procedures of the organization.

22. Ability to frequently lift or move 10 lbs. and occasionally lift 25 lbs.

Additional Requirements
Employees must fulfill the performance standards of this position and comply with policies, rules, and procedures of the organization, including those set out in the Employee Handbook or otherwise communicated (verbally or in writing) to employees.

This job description is intended to describe the general nature and work responsibilities of the Supportive Housing Communities Finance Coordinator position. This job description and the duties of this position are subject to change, modification, and addition as deemed necessary by the organization. Employees are required to comply with supervisory instructions and perform other job duties, responsibilities and assignments requested by the Chief Operations Officer & Chief Executive Officer.
This job description does not constitute an employment contract between the organization and any employee.

The job responsibilities of this position may include cross-training in other functions or positions to ensure satisfactory operation of the organization department/unit or work area.

Employee Acknowledgement

I acknowledge that I have received a copy of the Supportive Housing Communities Finance and Administration Manager job description and understand that it is my responsibility to read and understand it.  I understand that this job description may be used as a tool to evaluate the performance of my duties.  If I have any questions about this job description or my job duties, I understand that I should ask the Director of Finance and Operations. 
_____________________________________________    
______________________

Signature of Staff Member 



    
Date

_____________________________________________


Printed Name of Staff Member 





_____________________________________________
______________________

Signature of Director of Finance and Operations or 

Date

Representative
____________________________________________

Title
PAGE  
	Supportive Housing Communities Finance Coordinator 
	3



