Finance Accounting Manager

Finance Accounting Manager 

HABITAT FOR HUMANITY
Position Description 9/2/2015
To apply send cover letter and resumé to joan@habitatabq.org. Absolutely no phone calls. Thank you.

PURPOSE OF POSITION:  The Finance Accounting Manager manages and oversees the financial activities of Habitat for Humanity.  The Manager leads the organization through the process of long range financial modeling, and maintains financial controls.
MAJOR RESPONSIBILITIES OF THE POSITION:
Strategic Goal: Build the Agency

Financial Planning:

· Projects cash requirements and cash flow 
· Coordinates and directs the preparation of the budget and financial forecasts, institute and maintain other planning and control procedures- analyze and report variances

· Facilitate preparation of the annual budget, utilizing input from all stakeholders and the use of accurate historical data.

Accounting, Reporting and Auditing:

· Responsible for compliance with all federal, state, and local, payroll, and other applicable taxes;
· Prepares monthly financial statements for the Executive Director, Finance Committee and the Board of Directors;

· Furnishes internal reports, revises and updates reports to be more useful and efficient, and furnish external reports as necessary;

· Analyzes current financial status in relation to current budget, and prior year fiscal experience;

· Provides for the securing of an annual audit of Habitat financial records and financial positions; prepares all necessary documents for the annual audit;

· Maintains all accounts receivable, accounts payable, banking activities.
· Maintains the agency’s system of accounts (Peachtree- Sage 50) and keeps books and records on all agency transactions, including assets; 
· Supervise accounting clerk and direct activities as needed
· Determines depreciation rates for applicable capitalized assets.
· Attend  Board of Director meetings, Finance Committee meetings and any other Finance related meetings as required
Strategic Goal: Build Homes

Mortgage and Escrow Administration:

· Manages and reconciles escrow cash account;
· Reconcile GL balance to mortgage discount amortization;
· Maintains escrow accounts, ensures escrow accounts support all tax and insurance fees per home
· Records mortgage /escrow payments to balance with loan servicing 
Interpersonal Relations and Stewardship:

· Maintain positive working relationships with the Board of Directors, Volunteers, and staff of GAHH
· Brings critical information to the attention of Colleagues; 

· Adhere to project timelines when tasks impact other staff or volunteers;

· Conduct self in a professional, collaborative and cooperative manner at all times.

Participation in Training & Development Activities:

· Maintain up-to-date knowledge regarding Habitat’s mission, policies, and procedures;

· Identify needs for skill improvement and seek opportunities to enhance professional knowledge and skills;

· Attend and actively participate in any training sessions available through Habitat or other local organizations;
· Stay abreast of trends in Philanthropy and the social services industry;
Strategic Goal: Build Community:
Improve Partner Relationships:
· Continually seeks opportunity to introduce the citizens of Albuquerque to the Mission and Vision of GAHH;

· Seeks opportunities to recruit new volunteers, donors and partners for GAHH;

· Represents GAHH and HFHI in a positive manner regardless of the setting, formal/informal, directly related to a work assignment or while on personal time. 

Note:  This is a partial list of responsibilities related to this position; tasks and projects may be added to meet the needs of Habitat or as directed by the Executive Director or Board of Directors.

QUALIFICATIONS AND COMPETENCIES:
10+ years of progressive experience in accounting and finance positions in a non-profit or business setting; 5+ years financial leadership function; strong financial forecasting, demonstrating financial models and reports, experience in managing banking relationships, knowledge of construction projects/ budgets from a financial point of view.   Peachtree accounting software knowledge required, Excel, Word also required.  Knowledge and experience in Home Mortgages, Escrow , Construction and Retail accounting  and Loan Servicing preferred.
Interpersonal relationships and skills such as effective communication skills (written, verbal and listening), able to communicate clearly and concisely to a variety of individuals, must be compassionate and objective when dealing with partner families or funding sources, strong decision-making skills based on sound analysis, problem-solving, openness to new ideas and willingness to investigate alternative solutions to routine and unusual problems.

AMERICAN WITH DISABILITIES SPECIFICATIONS 
Equipment Used:
Standard PC based office equipment.

Environment:
Standard office setting working environment.  Some community presence responsibilities may be required outside the normal working hours.

Physical Requirements:
Able to lift up to 10 pounds (occasionally).  Able to sit for long periods of time, use of computer and similar office equipment 7 hours per day.
Title:  	Finance Accounting Manager		Reports to: 	Executive Director





FLSA Status: Exempt 
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