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Provide a brief statement describing the function of work or reason why the position exists. List duties indicating the percent of time spent for each area of

responsibility. If applicable, describe any unusual physical demands and/or unavoidable hazards of the position, Attach additional pages if necessary.

PERCENTAGES MUST TOTAL 100%  LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION,

'’

KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE.

This position is in Accounting Services with the Louisiana Housing Corporation {LHC). The incumbent in this
position must be knowledgeable of:

a.
b.

o oo

GAAP, GAAS, and any other accountingfauditing standards applicable to LHC;

IRS Reguiations, especially those related to Information Reporting, Income Tax Withholding
Payments, and Backup Withholding

LA Civil Service Rules as they pertain to the accounting function;

OMB Cost Principles for State & Local Governments and for Non-Profits:

LHC Policies and Procedures;

LHC Budget Units and Funding Sources;

LHC Accounting software, General Ledger structure, and any other applicable desktop and online
computer systems; and

Federal and LA programs/grants administered by LHC.

Current Programs/Grants:

Accounis Receivable, Deposits, Accounts Payable, General Ledger, General Fund, Budgeting, Reporting,
Audit Schedules and Documentation, Financial Statements, Single Family & Multi-Family Mortgage

Revenue Bonds, Low Income Home Energy Assistance Program (Cares, Regular & ARP), Low Income
Home Water Assistance Program (ARP & CAA), Weatherization, 2016 Flood Case Management, 2016
Flood EBR Developer, 2016 Flood EBR Landlord, 2016 Flood CDBG Landlord, 2016 Flood CDBG Multi-
Family, and CDBG Piggyback [Over $50 million in annual Energy Assistance allocations, approximately
$92.7 million in remaining 2016 Flood monies, and approximately $90 million in ARP & CAA monies]

60% Process Transactions, Invoices, and Payments; Post Ledger Entries; Track Funding

*  Verifies/maintains W-9s and set up/update vendors.

*  Verify administrative and program budgets for available funding using spreadsheets and program
software.

*  Processes an invoices/requisitions, verifying receipt of goods/services, budget approval, and the proper
authorization, approval, and support.

* Calculates, prepares, submits, and records draws/billings/receipts for programmatic revenue and
administrative expenses in accordance with agreements.

* Follows up regularly on outstanding/problem requisitions/invoices — paying especially close attention

to program requirements, following established procedures, and ensuring that the proper support
documentation is provided.

*  Posts deposits, interest income, invoices, payments, and other general ledger entries in the accounting
software.

* Posts requisitions as paid in the appropriate database/software.

*  Prints checks and sets up ACH’s for release in processing timely and accurate payments for programs
listed above.

¢ Sets up new budget spreadsheets to track LIHEAP, LIHWAP, Weatherization, and 2016 Flood
programs and contracts.

¢ Sets up systems and new general ledger accounts and allocations in an import template to record
transactions.

Provides specialized required financial statements,
Prepares menthly, quarterly, and annual reports as required.

Proofreads and gives timely corrective action for new bond issues. Sets up the chart of accounts and
spreadsheets to track and record new bond issues.
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Tracks and approves the cost of issuance invoices associated with the bonds to ensure the costs are in
line with the estimated cost of issuance schedule and that they do not go over the “Not-To’Exceed
Costs” established by the State Bond Commission.

Works with the agency’s selected Bank Trust department to ensure that all fund proceeds are received
and properly administered in accordance with Bond Indenture.

Maintains MRB cash management records, including funds received, funds disbursed by source, and
classification of revenues by funding source.

Revises amortization schedules as bonds are selected for early call options.

Reviews bank trust statements to analyze if liquid funds will be available for debt service payments, to
ensure that Bond Indentures are adhered to, and perform/monitor rebate arbitrage calculations for
accuracy.

Communicates with program staff, managers, attorneys, other external staff, vendors, and tax
authorities as needed to resolve issues.

15% Review Contracts, Purchase Orders, and Budgets

Ensures that the Contract, Purchase Order, or budget maximum has not been reached before processing
payments.

Communicates problems and expiration dates with program staff, Purchasing, Legal, and Accounting
staff as needed.

Ensures that executed contracts and purchase orders are electronically maintained in Document
Management.

10% Reconciliations

Prepares bank reconciliations to the General Ledger accounts.
Reconciles other General Ledger Accounts
Reconciles the Interfund Transfer account.

Reconciles Federal monthly partner reports to program databases and related General Ledger accounts.

10% Financial Reporting/Monitoring/Budget

Assists in the collection of data, analysis of data, and preparation of budgetary and financial reports on
an annual basis for the annual audit, quarterly budget reports, annual budget reports, interim
monitoring visits, and other times as needed.

Creates, modifies, and updates reports as needed to inform management regarding the status of
program obligations.

Collects data for the 425 Federal Financial Reports on a quarterly and annual basis.

Reconciles the data in the accounting software for the preparation of annual 1098’s and 1099’s, and
other statements,

Records accruals at fiscal year-end as needed.

5% Other Duties

Rotates job duties to work with various programs and/or administrative functions.

Assists other internal and external parties as needed in regard to LHC financial operations and
programs

Participates in special projects as assigned,
Performs any other duties as assigned.
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