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LDF-CHA

Job Description
Title:


Finance assistant 
Location:

Lac du Flambeau Chippewa Housing Authority

Salary: 

$16-$18 based on experience 




90-day probationary period 

Fringe Benefits:
Health, Dental and Optical after 90-day probationary period




Retirement after 1 year of employment

Supervisor:

Finance Officer

Requirement:

Mandatory Drug Test, random thereafter

Complete online application at www.ldfcha.org or mail application and resume to: 

LDF-CHA

554 Chicog St. / PO Box 187

Lac du Flambeau, WI 54538

Application & resume deadline date for submission: 

Wednesday, February 24, 2021 at 4:00pm 

Job Summary:  Assist finance department in daily LDF-CHA operations. Assist the Finance Officer in reporting, data, journal entry as assigned for all LDF-CHA’s programs. Keep accurate records of all program monitoring on all financial reporting due for all of LDF-CHA’s outside reporting agencies. Assist finance department in the processing of AP/AR in all program areas. Assists in processing purchase orders for maintenance/construction departments to ensure program compliance.   
Duties and Responsibilities:
· Required to work cooperatively and directly with the Construction and Maintenance Dept. Managers in ensuring purchase orders, supply/material invoices/bills and other required documentation needed to process payments and Tenant Work Order payables in justifying expenditures, and/or payables;

· Required to assist in processing payments in a timely manner before any notice of delinquent payments of CHA invoices or bills are received, that reflect negatively on the CHA operations;
· Required to work cooperatively and directly with the Construction and Maintenance department Managers to ensure a documented physical Inventory System (maintenance supplies, equipment/tools, appliances, etc.) is in full operation, this will also include:  reconciliation with a general ledger and inventory list and promptly provide for newly purchased material, equipment items to be added to the physical Inventory System list;

· Required to maintain a fixed assets inventory list to include pictures, model and serial numbers of said assets for the LDF-CHA

· Required to assist with employee and LDF-CHA Board of Commissioners Training Request form, per diem advance request authorization form, and travel advance clear out statement are utilized and travel advance is cleared out and/or reconciled and responsible to arrange Travel and Hotel reservations for LDF-CHA employees and LDF-CHA Board of Commissioners;

· Required to work cooperatively and directly with Tenant Specialists in reconciliation and adjustments of rent/mortgage payments, utility allowance adjustments and tenant payables, prepare monthly tenant reports and statements;

· Required to participate in the Tribal Mandatory Drug Testing Program;

· Required to thoroughly understand the Work Order Billing System to ensure documented payable/receivables and work directly with the Construction and Maintenance Managers to ensure Maintenance work orders are completed prior to tenant billing;

· Required to have working knowledge and experience of cultural, social and community environment of the LDF Chippewa Tribe and organizations;

· Responsible to perform other assigned and/or delegated duties assigned by the Financial Officer, Operations Manager and/or Executive Director.

Education and Experience:
· Associate Degree in Accounting, Principles and Practices of Accounting Systems or 2-3 years of demonstrated successful work experience with double-entry accounting systems

· Must be self-motivated and willing to work with minimal direct supervision and extra hours if necessary;

· Must be able to travel and attend meetings, training sessions and workshops as deemed necessary by supervisor;

· Exceptional organizational skills 

· Excellent written and verbal communication skills 

· Must maintain complete confidentiality 

· Ability to operate and work with all office equipment 

Conditions of Employment: 

· Native American Preference applies
· Must satisfactorily complete a 90-day probationary period 

· Adept at working in high stress situations a must 

· Must be able to interact positively with the public and employees

· Must have sensitivity to Native American culture 

· Must possess a valid Wisconsin Drivers License and Liability Insurance
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