Accountant – Real Estate 
JOB DESCRIPTION

This position will be a key member of the company’s Accounting department and will be located at the Boston headquarters. This position presents an excellent learning opportunity with room for growth.
RESPONSIBILITIES

Accounts Receivable
· Responsible for Accounts Receivable Processing Cycle for multiple entities.
· Generates monthly closing of tenant charges.
· Ensures monthly recurring tenant rent charges agree to rent roll.
· Ensures accurate input of non-recurring miscellaneous charges.
· Ensures accurate application of cash receipts from tenants.
· Ensures timely and accurate bank cash deposits.
· Ensures tenant maintenance (set-up, lease changes, filing).
General Accounting/Operations
· Assists in the property financial statement closing process. 

· Updates excel based work papers for quarterly/annual closing process.

· Reviews accruals and prepares journal entries to produce accurate financial reports.

· Supports Development team with reporting requests.

· Assists in the preparation of requisitions for lender funding.

· Prepares project job cost reconciliations.

· Reviews open invoices.

· Reconciles equity accounts to fund investment accounts.

· Supports interim and year end audit.

· Ensures reconciliation of A/R aging and A/P open items to general ledger.
· Ensures reconciliation of monthly base rent, CAM to general ledger.
· Manages banking relations (new accounts, wires, overdrafts, stop payments) for assigned properties.
· Assists property accountants in maintenance of property work paper audit binders.
· Performs special projects as needed.
QUALIFICATIONS

· A minimum of three years of accounting experience.

· Prior Real Estate/Development experience is preferred

· Bachelor’s degree in Finance or Accounting required.

· Prior experience producing accurate financial statements.
· Strong working knowledge of general ledger review.

· Excellent analytical skills.

· Excellent oral and written communication skills.

· Experience using Timberline or other related property management software (Yardi, MRI) is preferred.

· Proficient in Microsoft Office: Word, Excel.

BEHAVIORAL CHARACTERISTICS

· Ability to troubleshoot situations early on and bring forth solutions and recommendations.
· Ability to set personal and project priorities and be highly effective in day-to-day and long term planning/execution.

· Displays extreme attention to detail and deadlines.
· Demonstrates a high degree of responsiveness to 3rd party JV requirements and internal customers.

· Self-starter with the ability to take initiative.

· Ability to multitask in a fast paced environment.
· High energy, Business-oriented team player.
· Collegial, flexible; collaborative, with the demonstrated ability to work with all levels of a multi-faceted corporation.
· Demonstrates independent decision-making skills.
· Demonstrates a strong work ethic.

· Motivated by accomplishment and success.
Compensation: New Boston Fund, Inc. offers a competitive base salary with bonus based on the experience and capabilities of the candidate. We offer a comprehensive benefits program that includes: Medical, Dental, 401(k), tuition assistance and other competitive benefits.

New Boston Fund, Inc is an Equal Opportunity Employer
Apply in confidence to: careers@newbostonfund.com or New Boston Fund Inc. 60 State Street Suite 1500 Boston, Ma 02109

While we would like to individually respond to everyone who expresses interest and submits their qualifications, the volume of responses allows us to contact only those who are the best fit for the position as outlined. 

