
 

 
 

OPEN EMPLOYMENT OPPORTUNITY 
July 16, 2020 

 

Application Requirements 
An official Housing Authority application form and resume must be submitted to the Human Resources 
Department.  Applications are available online at hacsj.org or at 2579 Grand Canal Blvd, Suite 200, 
Stockton, CA 95207 and may be submitted by mail, in person, by email to nglossa@hacsj.org or by Fax 
to (209) 460-5117.  
Selection Procedure 
 

1. Applicants’ qualifications will be evaluated and applicants who clearly appear to be qualified in 
terms of job prerequisites are eligible to be invited to an interview.  Examples of acceptable 
combinations of education, training and experience include: 

 

 8 years of experience may be substituted for a BA degree. 

 4 years of experience may be substituted for an AA degree. 

 The length of a training and/or certificate program may be substituted on a 3:1 exchange of 
months attended for experience (2 months attendance equals 1 month of experience.) 

 
2. Quality ranking factors will be knowledge and ability, education, training and/or experience, and 

required skills necessary for successful job performance.  Candidates will be rated on these and 
other factors and must receive a majority of acceptable ratings and an average rating of 70 or 
better to qualify for ranking. 

 
3. The final selection of candidates to fill these vacancies shall be made by the Executive Director 

from among those recommended, in accordance with the evaluation of the candidates relative to 
the needs of the Authority.  An eligible/promotional list (if applicable to the posted position) will be 
established.  However, when there are less than three (3) names on the list, or the list has been 
in place for over one (1) year, or when it is necessary to modify the position description, the 
Executive Director may require a new list. 

                                      Position Accountant 
 

Assignment 
 

Accounting 

Work Hours 
 

7:30 A.M. - 5:30 P.M. 

Salary Monthly 
 

 $4,584 $6,250 Monthly  

Supervisor 
 

Comptroller 
 

Final Filing Date 
 

Open Until filled 
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Position Description 

 
 

Position Title: Accountant 
 

Pay Classification: Exempt  
 

Supervisor: Comptroller 
 

Effective Date: July 15, 2020 

 
Position Summary 
 
Under the general supervision of the Comptroller, the Accountant is responsible for maintaining fiscal 
records requiring considerable knowledge of professional accounting principles and practices in a 
computerized environment. Prepares reports and statements for submission to the Comptroller and 
Director of Finance. The incumbent is responsible for the analysis and accounting of financial 
transactions by performing professional bookkeeping and accounting work in the general ledger, Housing 
Assistance Payment (HAP) and vendor accounts payable for the Authority and its affiliate entities.  Duties 
require the use of considerable personal initiative and independent judgement, and the ability to 
coordinate, input, process, and review data from a number of different sources. 
 
Essential Job Functions (If necessary, individuals with disabilities are encouraged to request reasonable accommodations to 

assist them in performing the essential functions of this position.) 

1. Assists in maintaining and closing the general ledger at the end of each month and the fiscal year 
end.  Creates and inputs journal entries.  Reconciles bank accounts as assigned.  Assists in gathering 
documentation for annual closing cycle and when other documentation requests are received. 

2. Analyzes and reconciles general ledger accounts and subsidiary account activity, prepares financial 
statements and accounting schedules as needed. 

3. Assists in the development and implementation of goals, policies, and priorities relating to financial 
management, budget, accounting, and internal control.  Reviews and recommends improvements 
to accounting and reporting procedures. 

4. Prepares billing documents for contracts with non-related government entities. 

5. Creates payment request documents for the accounts payable process. 

6. Reviews and analyzes assisted housing tenant information for accuracy and to determine landlord 
payment amounts.  Processes and distributes payments.  Posts and maintains HAP register.  
Maintains all landlord/tenant files related to HAP including the computer system.  Works with 
Section 8 staff on payment discrepancies. 



 

7. Performs other accounting duties.  This includes, but is not limited to, creating and maintaining 
statistical reports, general department duties such as data input, filing, etc.  May perform accounting 
duties in other functional areas to assist in covering for absences or relief, to equalize peak work 
periods and other data input as needed. 

8. Provides data input support for Accounting Clerks in the areas of accounts payable, journal entries 
and other data input as needed. 

9. Works with landlords to assist in creating new accounts and resolving payment issues.  Prepares 
payment batches for recurring landlord payments. 

10. Participates in the preparation and analysis of various financial statements, schedules and reports, 
including the evaluation, development and implementation of additional reports as needed to fulfill 
the needs of other Authority departments and the Authority’s affiliate entities. 

11. Maintains records related to the Voucher Management System (VMS).  Prepares reports for HUD 
and internal staff.  Prepares voucher utilization reports and monthly VMS reports.   

12. Assists in maintaining HUD’s 2 Year Tool and analysis and makes recommendations on voucher 
utilization and HAP expenditures. 

 
 
Required Knowledge and Abilities 
 
1. Knowledge of the general operations and purpose of a public housing agency, including knowledge 

of policies and regulations. 
 
2. Knowledge of general accounting principles (GAAP, GAAS) and their application as well as a 

demonstrated ability to apply these in practice. 
 
3. Ability to perform research and provide documentation on technical accounting issues. 
 
4. Ability to make complex computations rapidly and accurately; utilize manual and automated 

accounting computer systems and equipment. 
 
5. Ability to assist in the planning, organizing, training and coordination of the preparation and posting 

to financial records. 
 
6. Ability to follow established policies and procedures in the creation and maintenance of accounting 

records and to understand and apply laws, regulations, and policies to the maintenance of financial 
records. 

 
7. Ability to maintain accounting records, analyze data, and prepare accurate reports; post and balance 

to certain general and subsidy ledger accounts. 
 
8. Ability to establish and maintain effective working relationships with co-workers, vendors, and the 

general public.  Ability to identify and rectify problem areas relating to the area of work. 
 
9. Ability to create and maintain new accounting entities/affiliates as operations require. 

 



 

Minimum Education, Training and/or Experience 
 
1. BS/BA degree in accounting or business from an accredited college or university. 
 
2. Three (3) year of progressive experience as an Accountant. 
 
3. An equivalent combination of education, training, and experience, which provides the required 

knowledge and abilities, may be substituted on a three for one basis. 
 
Additional Requirements 
 
1. Must have excellent skills in Microsoft Office Suite. 
 
2. Must be able to move or carry objects or materials such as files, computer printouts, reports, 

calculators, office supplies, etc. 
 
3. Must possess and maintain an applicable California Driver’s License and a driving record acceptable 

to the Authority’s insurance carrier.  (Exceptions will be considered on a case by case basis) 
 
4. Exempt staff work a flex schedule of eight 9 hour days and one 8 hour day with every other Friday 

off; exempt employees are measured on outcomes and expected to complete their work irrespective 
of the flex schedule. 
 

 
 
 


