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June 29, 2017
Re: Accountant (Analysis) (West Sacramento, California)
Dear Applicant:

Thank you for responding to RCAC’s job announcement for the position of Accountant (Analysis).  The starting hourly range is $24.00 to $28.00 depending on qualifications.  The job description and information on RCAC benefits are attached. 
To be considered for an interview, a completed and signed employment application must be submitted to RCAC’s corporate office. This position is open until filled. 

While not required, a cover letter and resume are encouraged in order to be considered for this employment opportunity.
Should you be selected for an interview, we will contact you by telephone or email. Please make certain your telephone number and email address appear on your application and resume. You may email your application to pwuborges@rcac.org or mail your application to:
RCAC

Attn: Human Resources

3120 Freeboard Drive, Suite 201

West Sacramento, CA 95691

Thank you for your interest. 
RCAC is an equal opportunity employer and considers all employees and job applicants without regard to race, religion, color, gender, sex, age, national origin, disability, veteran status, sexual orientation, gender identity or marital status, or any other status protected by the law. RCAC strives to reflect the diverse constituencies that the organization serves.
Sincerely,

Judy Andrews

Judy Andrews

Director, Human Resources 
Enclosures:  Job Description, Benefits Summary
Rural Community Assistance Corporation

Job Description


Accountant (Analysis) 

Classification: Grade C                                                           Department: Lending & Housing  
Status:  Non-Exempt

Supervisor: Assistant Director, Lending & Housing

Organization

Founded in 1978, RCAC is a 501(c)(3) non-profit that provides training, technical and financial resources and advocacy so low-income rural communities can achieve their goals. For more than 35 years, our dedicated staff and active board, coupled with our key values: leadership, collaboration, commitment, quality and integrity, have helped effect positive change in rural communities across the West. 

Lending & Housing
The Accountant (Analysis) supports RCAC’s Loan Fund Department in its mission to act as an intermediary to provide suitable and innovative solutions to the financing needs of rural communities and disadvantaged populations.  RCAC is a certified Community Development Financial Institution (CDFI) and offers loans to develop affordable housing, environmental infrastructure and community facilities in rural communities.
Position Description
To assist and maintain loan fund investors reports and provide ongoing analytical support. Major responsibilities include, but are not limited to: maintain loan fund information system, perform analysis; maintain general ledger; prepare investor reports; serve as back-up for the other positions in the department. 

Specific job goals, objectives and task are established for each employee as part of the annual evaluation and work plan process. Examples of general responsibilities and duties include but are not limited to the following:

· Maintenance of – excel and Nortridge database, maintain the accounting information in the database; analyze variance: verify data found, verify prior day transaction, and prepare reports and worksheets; daily reconciliation of Loan Fund accounting systems

· Perform analysis – perform financial analysis of loan fund operations; prepare availability of cash and other loan fund management reports; conduct ongoing analysis and reconciliation of accounts and balances; research and resolve customer queries, payment discrepancies, etc. 

· Prepare monthly journal vouchers – maintain chart of accounts for loan fund related transactions; perform monthly analysis of all accounts; journalize and post monthly loan fund activities; prepare for annual audit
· Preparation of investor reports – assist with timely preparation of periodic financial reports to investors each quarter
· Assist with borrower financial statement review – analyze and prepare necessary loan fund reports
· Assist with portfolio overview – prepare reports each quarter end for portfolio review

· Back up other positions in the department – cross train and interface with other Accounting and Loan Administration department personnel; perform other duties as assigned
· Process monthly EFT’s – retrieve monthly payments from borrowers via auto ACH’s; initiate payment to participating lender 

· Prepare – month-end closing recap & availability fund reports 

Minimum Qualifications

Knowledge of:
      Standard office procedures

      Personal computers including word processing (preferably Word), spreadsheet and database 
      programs

      English language, grammar, spelling and punctuation
      Detailed working knowledge of Unanet

      General accounting theory, principles and practices

      Basic principles of fund accounting

      Nonprofit, multi-funded organizations

      Government and Investor grant guidelines
Ability to:

Use a personal computer at high-level proficiency 

Use spreadsheet, database and presentation software

Type at a proficient skill level

Demonstrate a high level of customer service skills

Work with minimum supervision and handle multiple priorities simultaneously

Follow detailed instructions

Use initiative to approach troubleshooting and problem-solving alternatives

Organize and prioritize work to meet established timelines

Demonstrate excellent communication skills

Work independently as well as in team environments

Preferred Education:

Associate degree (additional qualifying experience may be substituted education)

Special Requirements:
A lending background and/or knowledge of Commercial Real Estate Practices is preferred
Possession of a valid driver’s license and proof of insurance that meets the minimum requirements ($100,000/$300,000) of RCAC’s corporate liability policy may be required 

Physical Job Requirements:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   
Work performed in an office requires ability to operate computers and various pieces of office equipment, including telephone. Use may be moderate (average 2 hours per day) to heavy (4 or more hours per day).

While performing the duties of this position, the employee is frequently required to stand and/or sit for prolonged periods of time; walk; talk; hear; use hand to finger; handle; feel or operate objects, tools or controls; and reach with hands and arms.  The employee is occasionally required to climb or balance; stoop, kneel, crouch or crawl.

The employee may occasionally lift and or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.
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Benefits Summary (subject to change)


The following benefits start on your first day of employment with RCAC:

Holidays
New Year’s Day, Martin Luther King's Birthday, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Day after Thanksgiving, Christmas Eve and Christmas Day.
Health Insurance
RCAC provides paid health care plans for all regular employees working 30 hours or more per week effective the first day of employment. RCAC will contribute a fixed amount toward the employee’s premium. 

Dependent Health Insurance Assistance

RCAC provides a benefit amount to help cover dependent health coverage to all regular employees working 30 hours or more per week.
Dental Insurance
RCAC provides fully paid dental coverage for all regular employees working 30 hours or more per week effective the first day of employment. 

Vision Insurance

RCAC provides a fully paid vision care plan for all regular employees working 30 hours or more per week effective the first day of employment.

Flexible Spending Account (FSA) Plan
RCAC allows employees to have money withheld pre-tax for qualified unreimbursed medical expenses and dependent care expenses.
Life Insurance
RCAC provides a $20,000 policy for employees at no additional cost to employees.

Short/Long Term Disability
RCAC provides a short/long term disability plan that provides regular full-time employees with 60 percent of their gross monthly salary if unable to work due to illness at no additional cost to employees.

Employee Assistance Program (EAP)

All employees can access services or resources by calling a toll-free number to help them manage issues that affect their daily lives with complete privacy and confidentiality.

Possible Student Loan Forgiveness

Full time employees of a nonprofit organization may qualify for forgiveness of the remaining balance of their William D Ford Federal Direct Loan (Direct Loan).  For more details >>  

Voluntary Benefits Available through MetLife

Employees working 30 hours or more per week may purchase auto insurance, critical illness insurance, home insurance, group legal services, group variable universal life insurance protection, lifelong income annuity options, pet insurance, and a pre-tax commuter benefits program. Certain restrictions may apply to some or all of these benefits.

The following benefits start the first day of employment:
Paid Time Off (PTO)

Paid Time Off accrual begins the first day of employment. Each regular full-time employee accrues 19 days of PTO per year, 22 days of PTO per year after three years, 24 days of PTO per year after five years. Regular, part-time employees accrue PTO on a pro rata basis. Any exceptions to the maximum PTO accrual must be approved by the chief executive officer.

Other Leave

RCAC provides Bereavement Leave and Jury Duty with pay, Maternity/Paternity Leave, and Military Leave.

Tax-Sheltered 403(b) Plan

Regular employees, full-time or part-time, may contribute to a tax-sheltered 403(b) plan starting the first of the month following their date of hire.

The following benefits are available to employees when they have passed their introductory period:

Tax-Sheltered 403(b) Plan

RCAC will make bi-weekly deposits (4 percent of gross wages) into a tax-sheltered 403(b) plan for each regular full-time or part-time employee after the completion of six months of employment.
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