
  
 

 
    
 

Staff Accountant 
Job Description: Full-time Non-exempt  

 

Organizational Background: Founded in 1995, East LA Community Corporation's mission is to advocate for economic and 
social justice in Boyle Heights and Unincorporated East Los Angeles by building affordable housing, grassroots leadership, 
and access to economic development opportunities for low and moderate income families. 
 
Position: The Staff Accountant reports to the Assistant Controller. Responsibilities include, but are not limited to bank 
deposits, cash receipts and cash disbursements, general ledger adjustments, filing, and other special projects as assigned.  
 
Duties and Responsibilities  

 Accounts payable  

 Print checks and obtain signatures 

 Cash receipts and check deposits 

 Preparation of monthly adjustments 

 Ensure proper coding and classify all vendors’ 
invoices 

 Follow up on all A/R and A/P issues 

 Assist in audit preparation and support 

 Filing 

 Monthly Payment checklist 

 Participate and support organization wide events 
and activities 

 Other duties as assigned by the Controller 

 
Qualifications 

 Minimum of an BA Accounting Degree and two 
years of experience in a non-profit or property 
management accounting 

 Knowledge of accounting principles and theory 

 Excellent customer services skills 

 Attention to detail and have accuracy in daily 
work and other projects 

 Ability to prioritize and meet communicated 
schedules and deadlines 

 Ability to handle confidential information 

 Demonstrated ability to work independently, and 
as part of a team 

 Strong interpersonal and communication skills 

 Highly motivated 

 Excellent organizational skills  

 Extremely organized and able to multi-task 

 Knowledge of Microsoft Office, Yardi Accounting 
Software, and Internet. 

 Access to a car with valid insurance. 

 
Compensation:  
Compensation DOE.This is a full-time non-exempt position, with a competitive benefits package.   
 
ELACC is an Equal Opportunity Employer. 
 
Email or Fax resume and salary history to: 
Katty Pollicino, Director of Office Operations 
Email:  kpollicino@elacc.org 
FAX:  (323) 261-1065 
www.elacc.org 
 

http://www.elacc.org/


Position open until filled 


