
  BOULDER HOUSING PARTNERS  

 POSITION DESCRIPTION 

 

   

 

POSITION TITLE: Senior Accountant                                                             STATUS:  Exempt  

                                                                                                                                Pay Range: BHP – 6 

 

DEPARTMENT:  Finance Department 

 

OVERALL JOB OBJECTIVE:  

Applies the principles of accounting to assist in the creation and interpretation of financial statements and 

reports.  Compiles financial information, processes journal entries into various accounts, and reconciles 

reports and financial data for preparation of monthly and yearly financial statements for assigned companies.  

Completes analysis of financial data as assigned.  

 

DUTIES AND RESPONSIBILITIES:   

 

1. Oversees, monitors and processes monthly accounting transactions including expenditures and/or 

revenue collection activities.  Records, classifies and summarizes financial transactions and events 

in accordance with generally accepted accounting principles and government accounting standards 

as appropriate. 

 

2. Develops monthly financial reports for financial analysis including monthly actual vs. budgeted 

expenditures, forecasting, and trend analysis.  Works with other department managers to assist 

them in understanding of departmental and organizational financial results. 

 

3. Responsible for the preparation of the annual budget for those areas assigned. Process includes 

working with other department managers to prepare budget with supporting documentation. 

 

4. Coordinates within the Finance Department regarding transaction processing for assigned areas 

which may include various balance sheet accounts (i.e. fixed assets, A/P, AR, prepaid expenses, 

mortgage debt, etc.) section 8, tax credit entities, etc. 

 

5. Works closely with both the Asset Management and Development teams in order to accurately 

track rehabilitation and development project costs. 

 

6. Coordinates periodic external reporting, annual financial audits and tax returns as assigned.  

 

7. Assists in or personally develops, evaluates and modifies internal procedures and systems for the 

control and audit of financial accounts. 

 

8. Assists the CFO in other accounting functions as required and performs related duties to meet the 

needs of Boulder Housing Partners, which may include tax credit financials, insurance 

procurement, and cash management backup as assigned. 

 

9. Prepares monthly financial reports for HUD required Section 8, public housing and project-based 

voucher programs as assigned. 

 

10. Takes proper safety precautions, anticipates unsafe circumstances, and acts accordingly to prevent 

accidents.  Responsible for the safety of self, others, materials, and equipment. 

    



The Boulder Housing Partners is committed to hiring employees who provide good customer service; our 

employees communicate courteously and responsively and provide effective and efficient service to the 

public and co-workers. 

 

 

CHAIN OF SUPERVISION: 

 

(1) TITLE OF IMMEDIATE SUPERVISOR:  Assistant Controller and CFO 

 

(2) TITLE(S) OF POSITION(S) OVER WHICH THIS POSITION MAY HAVE DIRECT SUPERVISION:  

none 

 

 

MACHINES AND EQUIPMENT USED IN WORK INCLUDE, BUT ARE NOT LIMITED TO, THE 

FOLLOWING: 

Personal computer, printer, telephone, facsimile machine, photocopy machine and calculator 

 

 

REQUIREMENTS: 

Bachelor’s degree in Accounting, Finance, Business Administration, or related field or any equivalent 

combination of education and experience. Five years of previous work experience demonstrating the ability 

to process financial records and to compile data and statistics accurately. Thorough knowledge of the 

principles and practice of accounting. CPA required. Considerable knowledge of the principles and practices 

of fiscal administration including budgeting and reporting.  Proficiency in the use of software applications, 

databases, spreadsheets (Excel) and word processing required. Strong organizational skills.  Good verbal and 

written communication skills.  Ability to work independently under minimal supervision.  Ability to 

communicate effectively and to establish and maintain working relationships with individuals at all levels in 

the organization.  Ability to conduct research independently.  Acceptable criminal and credit history.   

 

DESIRED QUALIFICATIONS: 

Experience working with Federal government programs and grants. Specific Experience with HUD programs 

and reporting a plus. Experience with Yardi software strongly preferred. Three to five years of supervisory 

experience preferred.   

 

WORKING CONDITIONS: 

Physical Demands: This position works in an office setting.  Primarily sedentary work for 8+ hours per day. 

Physical work requiring the ability to lift a maximum of 10 pounds; occasional lifting, carrying, walking and 

standing; frequent hand/eye coordination to operate personal computer and office equipment; vision for reading, 

recording and interpreting information; speech communication and hearing to maintain communication with 

employees and citizens.  

 

Work Environment: Works at a desk, primarily in clean, comfortable environment.  
 


