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POSITION DESCRIPTION 
 

Job Title:  Accounting & Post Closing Coordinator 

Reports to:  Chief Financial Officer Date Revised: February 2020 

POSITION SUMMARY 

Under the supervision of the Chief Financial Officer (CFO), the Accounting & Post Closing 

Coordinator is an integral member of the shared service team. This role serves as the primary 

driver for the day to day accounting operations of the organization. This responsibility includes 

entering transactions into accounting software (Blackbaud Financial Edge/NXT) and overall 

responsibility for general accounting, accounts payable, accounts receivable, account 

reconciliations as well as managing the bi-weekly payroll process. This individual is also 

responsible for administrative post closing duties within our lending department. This includes 

reviewing and packaging closed loan files, data entry, curing file deficiencies, managing the 

recording and assignment process, transmitting loan files to stakeholders and billing investor 

partners.   

PRINCIPAL DUTIES AND RESPONSIBILITIES 

Accounting 

 Classifies, records and summarizes numerical and financial data to compile and maintain 

financial records. Enters journals and vouchers into the system and codes documents 

according to company procedures. 

 Maintains a thorough and organized filing system of financial documentation. 

 Processes accounts payable and initiates check issuing process, ensuring proper approval, 

coding and compliance and coordinating the authorization process.  

 Ensures appropriateness of supporting documentation and reviews documents for correct 

entry, mathematical accuracy and proper coding. 

 Prepares month-end account reconciliations. 

 Investigates and responds to employee and vendor inquiries on a timely basis. 

 Supports all financial audit activities and filing of tax returns. 

 Supports treasury function including building wire templates, inter-account transfers, 

uploading all monthly bank statements and other source documents into document 

management system. 

 Generates monthly, quarterly, and annual financial statements and other financial reports, 

as requested. 

 Manages and executes the year-end vendor reporting process. 
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 Maintains internal control and safeguards for receipt of revenue, costs and program 

budgets and expenditures. 

 

Payroll 

 Processes payroll on a bi-weekly basis, verifying timekeeping records, paid time off 

accruals and consulting employees about any discrepancies. 

 Updates payroll records by creating new employee records and entering changes in 

insurance coverage, pay rates, job titles and department/division transfers. 

 Compiles bi-weekly payroll files including, but not limited to, summaries of earnings, taxes, 

deductions, leave, disability, nontaxable wages and employee change reports. 

 Resolves payroll discrepancies by collecting and analyzing information and 

troubleshooting directly with payroll software provider, as necessary. 

 Investigates and responds to employee inquiries on a timely basis. 

 Assists CFO with the administration of group benefits and employee on-boarding, 

including orienting new employees with the time and attendance system and payroll 

software self-service system. 

 Maintains payroll operations by following policies and procedures. 

 Maintains employee confidence and protects payroll operations by keeping information 

confidential. 

Post Loan Closing 

 Reviews loan files following loan closings ensuring files are complete, accurate and 

compliant.   

 Completes data entry for loans closed in various reporting databases.    

 Ensures closed loans are properly stacked and filed utilizing internal checklist.   

 Packages closed loan files and send to stakeholders, servicers and investors. 

 Executes the recording and assignment processes. 

 Acts as primary point of contact with title companies, lenders, stakeholders, servicers and 

investors on post-closing matters. 

 Cures any post-closing deficiencies that may arise with loan files.  

 Assists with document collection for investor and company audits.  

 Prepares monthly or periodic billing for various loan programs. 

 

Miscellaneous Duties 

 Supports and implements updates to business policies and accounting practices. 

 Supports the CRM/Salesforce data, as requested. 

 Remains up to date on best practices for nonprofit reporting and accounting operations. 

 Performs other shared service duties, as requested. 
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QUALIFICATIONS:    

Required   

 Understanding of basic accounting and payroll processing. 

 Two years of accounting and payroll processing payroll utilizing third party software. 

 Customer focused, with strong written and verbal communication skills.  

 Proactive work approach with attention to detail, excellent organizational and 

interpersonal skills.  

 Strong working knowledge of Microsoft Office suite of applications.  

 Ability to efficiently learn new software applications.  

Desired 

 Bachelor’s degree in accounting, business or similar field or equivalent experience. 

 Experience with Financial Edge and ADP. 

 Understanding of basic residential real estate documents and forms.  

 Understanding of state and federal mortgage regulations. 

 Demonstrated time management skills. 

 Fluency in two or more languages (including English). 

 Passion for the mission of the organization. 

Physical and Schedule Requirements 

 Primarily a seated, computer centric position.  

 Reasonable accommodations may be made to enable individuals with disabilities to 

perform the assigned and essential functions.  

All employees are responsible for following applicable NeighborWorks Home Partners policies and 

procedures as defined by their manager or Employee Handbook. 

DISCLAIMER: The above statements are intended to describe the general nature and level of work 

performed by employees assigned to this position. They are not intended to be an exhaustive list of 

all duties, responsibilities, and qualifications.  Management reserves the right to change or modify 

such duties as required.   

Acknowledgement  

I have received a copy of this job description and understand my job duties and responsibilities. 

 

 

Employee Name 
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Employee Signature 

HR USE ONLY:  

Exempt                     Non-Exempt 

Full-time                   Part-time 

Supervisor                Non-Supervisor 

Permanent                Temporary 

 


