Brattleboro Housing Authority d/b/a

Brattleboro Housing Partnership

Job Description


 Position Description:    Finance Manager 
Summary of Job:  Responsible for the strategic and  day-to-day financial operations of the BHP including implementation and maintenance of accounting systems (including computer software), reimbursement, budget and payroll. The Finance Manager is responsible for overseeing the financial performance of all properties, grants and programs in a team manner working with the BHP staff. The Finance Manager is responsible for all financial reporting and oversight. Ensures that all work meets the standards and requirements of HUD and other program funders and partners as well as GAAP and other relevant accounting standards. Ensures continuing effectiveness through selection, training, development, and motivation of all staff relative to financial management. 
Supervisor:  Executive Director

Supervisory responsibilities:  Responsible for the supervision of the Accounting Assistant.

Responsibilities ADA compliance: A number indicates the function is essential to the purpose of the job.

I.  Duties of the Position:

1. Works in close collaboration with the Executive Director on day-to-day financial aspects of the management and operations of the organization. Also serves as a key member of the Management Team to provide financial analysis and projections for the implementation of strategic initiatives such as the Rental Assistance Demonstration Program and Moving To Work. 
2. Oversees the financial operations of all BHP programs including Public Housing, Section 8, Capital Fund Program, HUD grants and non-HUD funded programs. This includes cash flow, timely payment of bills, collection of and accounting for all funds due to BHP.
3. Responsible for the financial aspects of property development or substantial rehabilitation. This includes financial aspects of grants and other funding applications, pre-development and construction accounting and project closing data. Ensures accuracy and solvency at every stage of a project. Manages all financial reporting. May be required to prepare documents in a format determined by a funder or partner. 
4. Ensures that all property (including related equipment) and fixed assets are properly accounted for and monitored. 
5. Ensures that all computer operations affecting or relating to financial management are completely implemented and that all relevant staff is trained on their operation. 
6. Develops, implements and monitors the annual budgets for all BHP programs and activities. 

7. Maintains all financial reporting activities in compliance with HUD and other funding sources requirements.

8. Prepares and maintains accurate records of all property transactions and financial, administrative and maintenance reports.  

9. Applies financial analysis and problem solving skills as requested to issues and functions of the BHP. 

9.    Manages the Human Resources administration with respect to benefits and the accuracy of all records and accounting. 
     10.   Works closely with all BHP staff to: 
a. Develop annual budgets, incorporating ongoing regular expenses and revenue. Reviews all  budget performances on a quarterly schedule;

b. Implement and maintain a system of continuous budget improvement
II.  Administration, Relations and Communications:

1. Ensure that all procedures comply with the most current applicable regulations and  policies of  BHP and major funding/compliance organizations such as HUD and State funders.

2. Ensure sound operating procedures are in place and functioning effectively.

3. Ensure comprehensive, up-to-date and easily accessible record-keeping.

4. Ensure that all documentation is timely, accurate, and understandable and will serve as a useable record in the future.  

III. Competencies: Abilities, Attitudes, Behaviors, Qualifications and Knowledge: 

    A.  Abilities, Attitudes &  Behaviors:
1. Ability to establish and maintain effective relationships with a wide variety of individuals and organizations including; persons with diverse backgrounds; community agencies, residents and BHP staff.  BHP property development and support programs depend on excellent relationships with external partners. The Financial Manager is an essential member of the Team in carrying out these relationships. The Finance Manager must understand the ebb and flow of effective relationships at all levels and with individuals and organizations. 
2. Ability to explain and effectively and efficiently apply Housing Authority policies, procedures, rules and regulations with residents and others. 

3. Ability to develop, monitor and maintain financial management reporting systems relating to all aspects of HUD public housing and Housing Choice Voucher programs. Must be able to read and follow excessively detailed accounting procedures and be able to seek and accept assistance from a variety of reliable resources. 
4. Ability to develop, monitor and maintain financial management reporting systems relating to all aspects of BHP’s various funding sources, including Low Income Housing Tax Credits and a wide variety of funding agencies and organizations. 
5. Ability to prepare analytical, statistical and narrative reports. May have to provide reports in a format determined by another entity. Must be able and willing to learn these systems and report under them. 
6. Ability to communicate clearly and concisely both orally and in writing.

7. Ability to operate complex comprehensive windows based computer program and trouble shoot software issues. 

8. Ability to select, supervise, train and evaluate assigned staff. 

      9.    Ability to work independently and in a team setting.

      10.   Must have excellent organizational skills and ability to manage many tasks simultaneously. 
11.  Must be able to maintain effective positive relations with all internal and external partners.
12. Ability to address conflict in an open, mature manner which is focused on problem resolution rather than  avoidance or blame.

13.  Give and receive feedback (hear and be heard) within the staff respectfully and openly.

14.  Contribute to the identification of systems barriers in the organization, and use process improvement tools to address them. 

15.  Participate fully in staff meetings, raising issues directly and being willing to engage in finding   collaborative solutions to problems in group settings. 

16.  Readily receptive to self-reflection and learning regarding intra-team communication and collaboration. 

17. Keep the BHP values and mission front and center when engaged with internal and external partners.

   B.  Qualifications and Knowledge:
1. Must have a minimum of five years of increasingly responsible financial management experience preferably in the field of governmental accounting and/or non-profit or public housing.  
2. Supervisory experience in a financial setting is necessary. 
3. Must have a High School diploma and a relevant degree from a four year college. Additional education and/or training in accounting and/or financial management are highly desired. 
4. Experience working with public or non-profit fund accounting is highly desired.
5. Considerable knowledge of methods, practices and computer applications and spreadsheets for performing financial functions. 

6. Knowledge of principles, practices, techniques used in the administration and development of assisted housing programs or demonstrated ability to thoroughly acquire this knowledge in a timely fashion. 

7. Knowledge of GAAP and HUD financial management guidelines/requirements or demonstrated ability and willingness to thoroughly acquire this knowledge in a timely fashion.

8. Knowledge of applicable federal, state and local laws, rules and regulations relative to managing the financial and asset activities of federally assisted residential properties or demonstrated ability to thoroughly acquire this knowledge in a timely fashion.
9. Knowledge of principles of organization, administration, budgeting and personnel management.

                   This is an FLSA exempt position requiring a minimum of 40 hours per week.  
2/11/19
                        1 of 3
             Finance Manager JD

