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JOB DESCRIPTION 
THA FORM  HR-05 (1) 

JOB TITLE ACCOUNTING SPECIALIST 
Most Recent Content 
Modification 

March 13, 2015 

Department Finance  
Reports to Finance Manager 
Supervises N/A 
Pay Grade  F  $41,421 - $57,989  Pay Grade Date July 2016 
Work Schedule Full Time Part-Time   
Status Regular Position Temporary Position  Sunset Position 
Wage and Hours Status Non-Exempt Exempt  
Union Status Union Non-Union  
 
THA is an equal opportunity employer.  It considers all applicants without regard to race, color, national origin, religion or creed, 
gender, disability, marital status, familial status, age (over 40 years old), sexual orientation and gender identity.  THA will also 
reasonably accommodate individuals with disabilities to allow them to apply or to perform the essential functions of the job.  
Applicants needing accommodation for a disability should make their request to the HR Department at least 24 hours in advance, 
if possible. (253) 207-4420.  Questions, concerns or complaints regarding THA’s application of its nondiscrimination policies 
should be directed to: Civil Rights Compliance Coordinator, 902 South L St, Tacoma, WA 98405; 
civilrights@tacomahousing.org or 253-682-6212. 
 
1. PURPOSE OF POSITION 

This is a composite job description, describing work done by different employees in the same job 
classification.  The purpose of this position is to provide high quality administrative and financial 
services to THA so its programs in turn can provide high quality services, so its funders will be 
more willing to fund THA and its regulatory partners, auditors and the public will have 
confidence in THA’s operations.  Each person assigned as an Accounting Specialist will perform 
a variety of accounting and clerical duties of considerable difficulty and complexity.  Individual 
positions will be assigned and all incumbents will be cross-trained as required to allow for back-
up and possible rotation of duties as THA may find necessary or useful. 

Functions include computing, classifying, verifying, and recording numerical data and 
reconciling accounts, records and documents in order to keep sets of financial records complete.  
Position also assists the Finance Manager in the collection, maintenance and reporting of timely 
and accurate financial and accounting information.   

The Accounting Specialist shall perform all these responsibilities in service to THA’s social 
justice and business mission to assist low-income households and other customers, and to do so in 
ways that aspire to programmatic and administrative excellence. 

2. SUPERVISION REQUIRED 
The employee performs a variety of routine work within established policies and procedures, and 
receives detailed instructions on new projects and assignments. 

3. ESSENTIAL DUTIES AND RESPONSIBILITIES 
3.1 General Ledger 

(a) Analyze and reconcile computer printouts with operating unit reports by 
contacting units and researching causes of discrepancies. Initiate action to ensure 
that accounts balance; 

(b) Review computer printouts against manually maintained journals, detect and 
correct erroneous postings, and prepare documents to adjust accounting 
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classifications and other data.  Review lists of transactions rejected by an 
automated system, determine reasons for rejections and prepare necessary 
correcting material; 

(c) Determine and provide the accuracy of adjustment required in clearing accounts 
and making closing entries.  Review records and computer printouts to balance 
accounts and to identify suspense items or delinquent accounts for further action.  
Analyze and classify unusual transactions;  

(d) Check financial documents for validity, budget and expenditure limitation.  Code 
all data onto transaction sheets indicating type of appropriation, fund, control and 
subsidiary account, initiation and cost center.  Assure that debits and credits on 
transaction sheets balance.  Review all documents for completeness and accuracy 
of accounting data.  

3.2 Systems and Reporting 

(a) Maintain a control system to ensure that all required accounting functions are 
completed, recorded, and/or reported on a timely basis.  Maintain journals or 
subsidiary ledgers of an accounting system and balances and reconcile all 
accounts; prepare monthly bank reconciliations.  Post actions to journals, 
identifying subsidiary accounts affected and debit and credit entries to be made 
and assigning proper codes for all projects and ledgers; 

(b) Prepare monthly financial reports for Commissioners showing income and 
expenses; provide comprehensive reports to administration and HUD as required 
or requested.  Prepare cyclical HUD reports and other recurring financial reports. 
Prepare and assist with monthly balance sheet and general ledger detail analysis. 

3.3 Purchasing  

(a) Responsible for setting up open Purchase Orders and draw forms. 

(b) Communicate and correspond with vendors and their representatives as to prices, 
terms, product quality, services and deliveries. 

(c) Create vendor accounts in the appropriate system and assist staff in making the 
best informed decision regarding vendor selection. 

(d) Prepare and maintain records related to purchase orders and contract status, and 
prepare various reports. 

(e) Responsible for the website administration for the Fastenal system.  

(f) Assign coding to invoices as appropriate. 

(g) Match invoices to draw forms for preparation for Accounts Payable to process. 

(h) Establish purchase orders for routine supplies and monitor budgets for open 
purchase orders. 

(i) Train staff on THA’s procurement policy and purchasing procedures, ensure 
receipts are received and coding is accurate, including the appropriate use of the 
THA gas cards. 

3.4 Accounts Payable 

(a) Process and calculate various documents for payment; input data for the 
processing and the generation of checks.  Compile and verify data and prepare a 
variety of reports and statements. Verify the accuracy of figures, calculations and 
posting pertaining to transactions recorded by other employees; prepare balance 
sheets; 
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(b) Review invoices and statements by verifying information, ensuring sufficient 
funds have been obligated, and, if questionable, resolving with the submitting 
unit, determining accounts involved, coding transactions, and processing material 
through data processing for application in the account system; 

(c) Enter invoices and generate reports and accounts payable checks. Obtain check 
authorization or approval as appropriate and mail checks.  Certify funds 
availability to cover all initiations, commitments, and obligations; 

(d) Verify weekly check register report prepared for accounts payable payments 
disbursement. Prepare bank deposits; prepare monetary adjustments and bank 
transfers;  

(e) Establish and maintain vendor information; update information as appropriate.  
Identify potential problem areas associated with Authority’s use of vendors and 
contact supervisor with possible solutions. 

3.5 Tenant Accounting 

(a) Process tenant statements; research and respond to residents and owners 
regarding status of their accounts.  Examine, verify, and review vouchers, claims 
and bills and makes necessary contacts to correct discrepancies;   

(b) Review and approve project tenant ledger entries and rent collection records. Post 
tenant ledger entries approved by project management.  Post monthly rent roll 
and late fees  Prepare utility cost, quantity and rate reports.   

3.6 Grant /development accounting 

(a) Process requests for payment associated with the Capital Fund Grants, HOPE VI 
grants, Community Services grants, and other public and private grants and 
loans; 

(b) Work with HUD Line of Credit Control System (LOCCS); prepare draw-down 
sheets, perform draw-down of funds from LOCCS, and reconcile Agency records 
with LOCCS reports; 

(c) Work with Agency’s accounting system; set up grant and development budgets 
and account codes in the system; track grant and development budgets and 
revisions to such budgets; track obligated and expenditure amounts, and 
reconcile grants to General Ledger; 

(d) Prepare various grant expenditure reports on an as-needed basis; 

(e) Prepare monthly fund accounting reports for each grant and development fund. 

3.7 Payroll 

(a) Audit, code and balance time sheets for exception hours, i.e. all types of leave 
and worked hours for any temporary employees, interns etc. Check trial and 
make any necessary changes. Run final check register, print checks and complete 
payroll process in computer. Generate Leave Accrual/Leave Used report. Give 
copy of Final Register and Payroll Exceptions and High Rollers report to  
Finance Manager for approval signature; 

(b) Create wire transfer for payroll on-line at bank and advise Director to approve it; 

(c) For new employees built by HR,  build any pay codes/deduction codes as 
required. Ensure that THA policies and Union Contracts are being adhered to. 
Correct leave hours on leave slips and time sheets as necessary;  

(d) Interface and post transactions to G/L and complete reimbursement transfers 
between funds via cash transfers and/or JV's and LOCCS draws; 
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(e) Complete garnishment paperwork on employees as required;  

(f) Complete monthly report on Temps hired by Property Management from various 
Crafts Unions and process payment for benefits; 

(g) Invoice various Universities/Colleges for hours and wages paid to Student 
Interns; 

(h) Process payments for all deductions in payroll to various vendors and process 
electronic funds transfer for withholding, social security and Medicare taxes; 

(i) Run State Retirement User Defined Reports after last payroll for the month to 
capture payroll information on employees' wages, retirement, hourly wage and 
overtime hours. Calculate hours for current and prior month and add overtime 
wages as applicable. Balance hours, wages and employee and employer 
contributions. Update all new employee information and any changes. Prepare 
report of amounts due by Plan and generate an Accounts Payable Authorization 
form 

(j) Prepare quarterly tax returns. Run User Defined Reports to capture quarterly 
wages, hours worked and taxes deducted. Make any necessary adjustments and 
enter information in computer for Employment Security Report. Balance totals 
and follow steps on UIFastTax to transmit information to Employment Security; 

(k) Report Employment Security information by office and blue-collar to Dept of 
Labor and Industries. Calculate amount due, and ensure it is paid; 

(l) Adjust  payroll  balances to include any third party wages and social security 
wages by any employees that have reached maximum for the year; 

(m) Audit W -2's after the 1st payroll of the new year.  Print W2's and deliver to 
employees by January 31st. Prepare W-3 and mail to IRS by February 28th. 

3.8 General Accounting 

(a) Maintain cash on hand balances for various checking accounts and make 
recommendations for investment options; 

(b) Monitor investments accounts to ensure optimum revenue opportunities. 

3.9 Employee accountability  

(a) Present a professional image as a representative of THA;  

(b) Maintain a high degree of confidentiality relative to work performed; 

(c) Fulfill all duties and responsibilities with a high level of integrity, honesty and 
adherence to agency policies and rules; 

(d) Establish and maintain effective professional working relationships with co-
workers, management, partner agencies and the community.  

3.10 Diversity 

(a) THA’s staff, its clients, and the staff of community partners are diverse in many 
ways, including diversity by race, national origin, language, sexual orientation, 
age and disability.  THA considers this diversity to be an important asset.  All 
THA employees must engage diverse people in constructive and effective ways 
as supervisor, colleague, business partner, and/or service provider. 

4. SECONDARY POSITION TASKS 
4.1 Maintain accurate records on the amount of petty cash being reimbursed to the 

employees. 
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4.2 Assist in the collection, compilation, and tabulation of financial data. 

4.3 Serve as a member of committees, as directed. 

4.4 Provide clerical/administrative support to Director of Finance.   

4.5 Perform related duties and responsibilities as assigned. 

5. POSITION REQUIREMENTS AND QUALIFICATIONS 
5.1 Educational level and experience 

(a) Associate Degree or equivalent experience; 

(b) Two or more years of progressively responsible experience in business 
accounting, required; 

(c) Two to three years’ experience in public housing or governmental setting 
preferred. 

Or: In place of the above requirements, the incumbent may possess a combination of 
relevant education and experience that would demonstrate the individual's knowledge, 
skill, and ability to perform the essential duties and responsibilities listed above. 

5.2 Knowledge, skills and abilities 

(a) Possess or acquire and maintain a high level of expertise in the current and 
evolving principles and practices in the following areas: 

(b) Can perform accounts maintenance, transactions, and other required functions 
according to Generally Accepted Accounting Practices;  

(c) Skilled at a variety of responsible accounting and clerical duties involving the 
maintenance of financial records in an accounting environment; 

(d) Capable of performing frequent data entry with high accuracy; 

(e) Full comprehension of  the total accounting system and well-established 
accounting clerical principles and techniques; 

(f) Understand complex accounting in response to regulatory requirements and 
agency policies and procedures; 

(g) Knowledge of numerous account relationships and prescribed techniques of a 
complicated and specific nature; 

(h) Can interface with co-workers, management, clients, community partners, and 
others in a courteous and professional manner; 

(i) Able to communicate effectively both verbally, and in writing using correct 
English usage, grammar, spelling, punctuation and vocabulary; 

(j) Capable of managing competing demands and meeting productivity standards 
while handling frequent change, delays, and unexpected events;  

(k) Possess skills to organize and work independently in an environment of frequent 
interruptions; 

(l) Exhibit expertise in the design and maintenance of paper and digital systems to 
organize, store and retrieve records, data and documents; 

(m) A demonstrated ability to work with culturally, socially and economically diverse 
populations, seniors and persons with disabilities; 

(n) Possess a high degree of proficiency with MS Office products used in office, 
including Word, Excel, Access, Power Point and Outlook; additional database 
skills desirable; 
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(o) Show a strong commitment to maintain confidentiality in all assignments as 
directed; 

(p) Demonstrate an ardent commitment to client service. 

5.3 Certification/Registrations 

If position calls for driving a THA vehicle or for regularly driving a personal vehicle on 
company business, the employee must have and maintain a valid driver's license with 
acceptable driving record and auto insurance. 

6. PHYSICAL DEMANDS AND WORK ENVIRONMENT 

The physical demands and work environment characteristics described here are representative of 
those that an employee must handle to successfully perform the essential functions of this job.  
The job’s activities occur primarily in indoor office settings: 

(a) Occasional standing, walking, sitting, using hands to finger, handle, or feel 
objects, tools or controls; reaching with hands and arms; climbing stairs; 
balancing; stooping, kneeling, crouching or crawling; talking or hearing; 
occasionally lifting and/or moving up to 25 pounds.   

(b) Close vision, distance vision, peripheral vision, depth perception, and the ability 
to adjust focus. 

(c) While performing the duties of this job, the employee is exposed to weather 
conditions prevalent at the time. 

(d) The noise level in the work environment is usually moderate.  

 

Note: 
The above job description is not comprehensive.  The job responsibilities may include other duties.  This 
job description also does not constitute an employment agreement between THA and the employee.  THA 
may change the job duties as it determines to be necessary or useful to meet its needs. 
 
7. Employee Acknowledgement  

I have read and understand this job description. 

 

______________________________ 
Signature  

 
______________________________ 
Date  

 


