missionfirst HOUSING GROUP
Job Description: Job Cost Accountant
Purpose of Position:

The primary purpose will be to perform job cost payables, billings, draw requests, job set-up and system maintenance, job cost analysis, job cost reporting and cash flow projections.  

Accountability:

This position will be an accounting role, in which the individual will work closely with project managers in construction and development while reporting to the VP of Accounting and Reporting.  
Duties and Responsibilities:

· Processing all development and construction payables in a timely manner, ensuring there is accurate coding and approvals

· Preparing and submitting draw request packages and reporting on a monthly basis

· Managing the preparation of monthly invoice packages for all billable projects, including all applicable backup

· Running monthly accounting meetings with the construction/project management team to review upcoming projections/billings

· Set up and maintain projects in Job Cost, which includes anchor budgets, revised budgets, contracts, and change orders
· Investigating the project variances and submitting these variance reports to the management

· Overseeing and handling the creation and approval of all project-related billings to customers to foster good communication and avoid issues
· Ensure lien releases are signed prior to submitting payments to subcontractors
Qualifications and Skills:
· B.A. in Finance/Accounting
· Minimum of 2-3 years of experience performing job cost functions noted in the duties and responsibilities above.
· Experience with payables and bank draw requests

· Yardi experience a plus

· Willingness to meet and exceed expectations regarding deadlines to ensure draw requests and payables are processed timely so as not to cause job delays.

· Strong attention to detail and accuracy;

· Excellent math and organizational skills;

· Strong communications and interpersonal skills;

· Professional, courteous and positive manner;

· Ability to set priorities and manage multiple task functions simultaneously;

