
  

POSITION 
DESCRIPTION 

 
 
AGENCY/DEPT ID   HFA400000 
 

 

DIVISION OR INSTITUTION 
Operations 

UNIT OR OFFICE 
Finance 

COUNTY  OF EMPLOYMENT 
Franklin 

This row is for Information 
Technology classifications ONLY 

PRIMARY TECHNOLOGY (IT ONLY) 
 

SECONDARY TECHNOLOGY (IT ONLY) 
 

This row is for Program Administra-
tors & Project Managers ONLY 

Identify Program or Project  
      

Estimated Duration of Project 
      

  Reclassification New Position  Update Position Hyperlinked to      

 Agency Organizational Tree 
 USUAL WORKING TITLE OF POSITION 

BOND ACCOUNTANT 2 
POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR 
20067355 Single-Family Accounting Manager (Admin Staff) 

    Permanent                             
   Temporary     
   Intermittent 

  Classified        
 

  Unclassified  

Overtime:   Eligible       Exempt   
If FLSA Exempt, exemption type: 
      

Bargaining Unit  14 
 
Page 1 of 2 

NORMAL WORKING HOURS (Explain unusual or rotating shift):   
 FROM:    8:00 am                        TO:   5:00 pm 

 JOB DESCRIPTION AND WORKER CHARACTERISTICS   
 % Job Duties in Order of Importance    Knowledge, Skills & Abilities 

 

50 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
30 

 
 

 

Under direction from Single-Family Accounting Manager, receives 
training in and assists in reviewing financial trial balances and sub-
sidiary ledgers for Single Family Mortgage Revenue Bond pro-
grams: assists in reconciliation of bank statements and prepares 
accounting entries in accordance with governmental and account-
ing procedures (e.g., government accounting standards board, fi-
nancial accounting standards board, generally accepted account-
ing principles [GAAP]). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Analyzes and reconciles mortgage loan and bond documentation 
to create reporting schedules of cash investment, expenses, in-
come, loans, bonds and accounts payable/receivable: researches 
and determines corrective action on discrepancies in cash transac-
tions; develops and maintains automated accounting systems and 
prepares computer reports and statements of mortgage and bond 
data (e.g., mortgage backed securities account balances, pur-
chases, payments); prepares financial trial balances and reports 
required by agency, external auditors, trustees, bondholders or 
governmental authorities; prepares monthly billing statements for 
single family loan services; prepares invoices for bond program 
 
  

Knowledge of: (4) Accounting, (13b) Agency 
Policies & Procedures (e.g., OHFA, bond ac-
counting)*, (14) Government Structure & Pro-
cess (e.g., accounting standards board, 
GAAP, (17) Business (e.g., finance); 
Skill in: (25b) Word Processing (e.g., Mi-
crosoft Office Suite), (29) Equipment Opera-
tion (e.g., computer & other standard office 
equipment); 
Ability to: (30g) understand system of me-
chanical or other procedures (e.g., financial 
document review), (30l) define problems, col-
lect data, establish facts & draw valid conclu-
sions, (31e) calculate fractions, decimals & 
percentages, (32l) maintain accurate records, 
(32r) prepare meaningful, concise & accurate 
reports, (32t) use proper research methods in 
gathering data, (33e) gather, collate & clas-
sify information about data, people or things, 
(34b) work alone on most tasks, (34c) coop-
erate with co-workers on group projects. 
 
 

Knowledge of: 4, 13b*, 14, 17; 
Skill in: 25b, 29; 
Ability to: 30g, 30l, 31e, 32l, 32r, 32t, 33e, 
34b. 

 

List Position Numbers & Job Titles of Positions Directly Super-
vised: 

SIGNATURE OF AGENCY REPRESENTA-
TIVE 
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20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

expenditures; analyzes subsidiary ledgers of accounts prepared by 
lower-level bond accounts; reconciles additional balance sheet and infor-
mation and income statement accounts to cash receipts and expendi-
tures. 
 
 
Meets with and/or telephones bank trustees or agency representative to 
clarify and resolve differences identified during reconciliation process: as-
sist higher-level bond accountants in reviewing complex Single Family 
mortgage revenue bond programs for training purposes as assigned; at-
tends in-service training and staff meetings; assists higher-level bond ac-
countants in preparation of accounting reports or projects. Performs other 
duties as assigned. 
 
 
 
 
 
 
 
 
 
Customer Service Standards:  
Adheres to Customer Service Standards set forth in the OHFA Team 
Handbook when interacting with those who use our services and pro-
grams and our co-workers. Makes internal and external customers and 
their needs a primary focus of actions. Develops and sustains productive 
customer relationships.  
 
Adheres to OHFA’s Strategic Plan when working with staff, leadership, 
external organizations & the public of diverse, socioeconomic, cultural, 
race & ethnic backgrounds.  
 

 
 
 
 
 
 
Knowledge of: 4, 13b*, 14, 17; 
Skill in: 25b, 29; 
Ability to: 30g, 30l, 31e, 32l, 32r, 32t, 
33e, 34c, (34f) handle sensitive inquir-
ies from & contacts with officials & 
general public. 
 
 
 
 
*Developed after employment 
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