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   Reports To: Executive Director




Mission:
Seeking to put God’s love into action, Habitat for Humanity brings people together to build homes, communities and hope.

Overview:
This is a full-time exempt position responsible for gathering and reporting the financial position of Habitat for Humanity of the Eastern Bighorns, including the Habitat ReStore and Sheridan County Housing Land Trust to the Executive Director and the Finance Committee in an accurate, complete and timely manner. Experience in or the willingness to learn job costing, thrift retail, mortgage servicing and lending, nonprofit and government accounting is all helpful to be successful with this position.  
Essential Functions: 

Accounting: 
· Collaborate with all department managers regarding implementation of best practices, staying within established budgets and guidelines and streamlining processes 
· Lead the annual budget process and work with Executive Director to control costs and stay in budget 
· Direct the annual financial audit and 990 Informational Tax Return preparation 
· Prepare or review monthly account reconciliations and journal entries prepared by Office Manager with Executive Director 
· Prepare or approve monthly cash transfers between various operating and savings accounts 
· Prepare and administer annual 1099s 
· Final approval on all payroll 
· Monitor the monthly and annual financials of habitat for Humanity of the Eastern Bighorns and create adjusting journal entries as needed   
· Calculating and recording year end accruals 

Finance: 
· Review mortgage servicing and origination processes and reconciliation of mortgage servicing software to accounting software 
· In cooperation with the Director of Operations, assure organization maintains current mortgage-related practices with federal regulations 
· Reconcile mortgage and escrow transactions in QuickBooks with Homeowner Services and oversee annual escrow analysis statements for in-house loans. 
· Manage cash flow and maintain accurate forecasts of organization’s cash position 

Administration: 
· Coordinate and oversee Human Resources activities in partnership with Executive Director 
· Manage employment practices of hiring, corrective actions, and terminations 
· Review organization’s employment compensation package to be competitive with local nonprofit market 
· Oversee coordination of staff benefits 
· Ensure that reasonable internal controls are in place to safeguard corporate assets and confidential data, including financial and employee data. 
· Create internal financial controls, best practices and retail analysis for ReStore General Manager 

Reporting: 
· Produce combined monthly financial statements and budget to actual variance report to the Finance Committee and executive leadership team 
· Create monthly and quarterly cash flow reports for executive leadership team use 
· Provide monthly current and forecasted organization’s financial position to the Executive Director and Finance Committee 
· Perform other duties as assigned. 
· Provide monthly financial recap for executive leadership team and Finance Committee and board Treasurer 

Education, Training and Experience Requirements:
· Bachelors in Business Administration with accounting concentration 
· At least four years of supervisory experience in a management position supervising staff of two or more 
· Nonprofit experience preferred; job costing experience helpful 
· Intermediate to advanced experience with MS Office Suite with focus on Excel 
· Experience with data entry and databases required 
· Experience with QuickBooks preferred 
· Experience in working with volunteers strongly preferred 
· Good organizational skills 
· Excellent interpersonal communication and team building skills 
· Ability to prioritize and work independently; self-starter and self-motivator; proactive 
· Solid background in applying Generally Accepted Accounting Principles (GAAP) as they relate to not-for-profit entities 
   This is a salaried, exempt position. 
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