
 
BOULDER HOUSING PARTNERS 

POSITION DESCRIPTION 
 

DATE:  12/2018 
 
POSITION TITLE:            
Payroll Generalist & General Ledger Accountant                                    Position Status:  Non-Exempt 
 
DEPARTMENT:  Finance                                                                                 Pay Grade:  BHP-5 
                                                               
 HIRING RANGE:   $50,000 -55,000 DOQ   
    
OVERALL JOB OBJECTIVE: 
Under direct supervision, timely and accurately process payroll, and perform accounting and 
related duties as required. 
 
DUTIES AND RESPONSIBILITIES: 
 
➢ Manage entire process of generating bi-weekly payroll.  Interact with all staff regarding 

propriety of time coding, allocations of payroll to all properties and departments.  Verify paid 
time off accruals.  Train new and existing staff to use Paylocity.  Communicate with City of 
Boulder, Elevations Credit Union, Paylocity and PERA on related payroll matters.  Create and 
implement new processes for changes in procedures/ policies. Work closely with HR to ensure 
accurate payroll documentation. 

➢ Maintain updates to employee payroll database for personnel changes. Review HR paperwork 
for accuracy and compliance with BHP policies and procedures. 

➢ Provide support and analysis for Human Resources related to benefits or payroll matters. 
➢ Communicate with external sources related to Payroll, payment of employee benefits 

programs as well as external annual audit. 
➢ Perform quarterly and annual review of payroll tax forms. 
➢ Perform month end general ledger reconciliations for various balance sheet accounts. 

➢ Prepare journal entries as needed:  expense reclassifications, depreciation, monthly fees, 
interest accruals, etc. 

➢ Analyze monthly financial statements for completeness and accuracy. 
➢ Reconcile tenant security deposit/interest with cash and prepare transfer requests for 

approval and processing. 
➢ Assist other department team members or provide backup as work flow demands. 
➢ Other projects and duties as assigned. 

 
REQUIRED COMPETENCIES: 

 
➢ Four year degree in accounting with at least one to three years of relevant experience. 
➢ Experience with fully integrated accounting systems and a working knowledge of Generally 

Accepted Accounting Principles (GAAP).   
➢ Yardi and real estate experience considered a plus.   
➢ Must be able to demonstrate a clear understanding and application of accounting principles, 

including journal entry debits and credits and an understanding of financial statements. 
➢ Significant skills with personal computers, including high level Excel ability and basic skills with 

other Microsoft Office software required.  



➢ Interest, desire, ability and commitment to provide excellent customer service in person and 
over the telephone. Excellent interpersonal skills including the ability to establish and 
maintain effective working relationships with diverse people in an organizational context. 

➢ Attention to detail.  
➢ Ability to work independently, take initiative, and handle multiple tasks simultaneously with 

minimal supervision.  
➢ Willingness and ability to work additional hours as needed. 
➢  Ability to perform complex mathematical calculations using Excel, operate office equipment, 

and maintain accurate filing systems. 
➢  Customer service experience would be a plus.  
 
 
WORKING CONDITIONS: 
 
Physical Demands:  This position works in an office setting.  In the office it is primarily sedentary 
physical work requiring the ability to lift a maximum of 20 pounds; occasional lifting, carrying, 
walking, bending over (to file) and standing; frequent hand/eye coordination and finger dexterity 
to operate personal computer and office equipment; vision for reading, recording and interpreting 
information; speech communication and hearing to maintain communication with employees and 
customers.   
 
Work Environment:  Works in clean, comfortable environment in the office.   
 
Equipment Used:  Frequently uses standard office equipment including personal computers, 
calculators, printers, electronic date stamp, telephones, fax and copy machines. 
 
Acceptable background information, including criminal history, credit check and ability to be 
bonded. 
 
CHAIN OF SUPERVISION: 
 
(1) TITLE OF IMMEDIATE SUPERVISOR:  Finance Manager 
 
(2) TITLE(S) OF POSITION(S) OVER WHICH THIS POSITION HAS DIRECT SUPERVISION:  N/A 
 
 
Boulder Housing Partners is committed to hiring employees who provide excellent customer 
service.  Our employees communicate courteously and responsively with the public, volunteers, 
and co-workers, are sensitive to diversity issues, provide effective and efficient service to the 
public and co-workers and act with a high level of integrity, and take responsibility for their words 
and actions. 
 


