
Working to make homes affordable in the City of Alexandria

AHDC Part-Time Bookkeeper

Alexandria Housing Development Corporation (AHDC) is a non-profit housing developer,
incorporated in 2004 to develop and own affordable housing properties located within the City
of Alexandria, Virginia. Our primary goal is to create and sustain safe, high-quality housing for
income-eligible individuals and families so they can thrive in the City of Alexandria.

Purpose of Position:

The Bookkeeper will manage the day-to-day financial operations of the parent corporate entity
(AHDC). Corporate accounting responsibilities include invoice and check processing, cash
deposit tracking, and monthly bank reconciliations. The Bookkeeper will report to the Executive
Director. This is a part-time position that will work approximately 20 hours per week with the
ability to grow into a full time position

Primary Responsibilities:
 Daily corporate accounting functions; invoice processing, cash deposit recordings, bank

reconciliations. Maintain sufficient documentation that all transactions are recorded and
supported in the general ledger and sub-ledgers;

 Preparation of monthly and quarterly financial statements in accordance with US GAAP for
AHDC and the financial packages for the Board, Investors and Lenders;

 Prepare actual to budget reports for executive director;
 Maintain analysis of inter-company transactions and coordinate the reconciliation between

AHDC and affiliated entities;
 Assist the Executive Director with preparation for the audits/tax returns of AHDC and related

entities.
 Track grant expenses, monitor compliance with budgets and contracts. Prepare project

budgets and grant compliance reports for funders.
 Other duties as assigned



Qualifications
 Degree in accounting preferred
 Real estate, public accounting, affordable housing and/or non-profit experience preferred;
 Ability to assume responsibility and follow-up on multiple tasks in an efficient manner;
 Strong organizational skills and attention to detail, Hardworking and Accurate;
 Proficiency in MS Office (Word, Excel, and Outlook);
 Proficiency in accounting software (e.g. MYOB, Quickbooks, Accountedge)

Salary and Benefits

This is a part-time position that will be paid an hourly rate commensurate with experience.

Equal Opportunity Employment

It is the policy of Alexandria Housing Development Corporation that it will operate and conduct
business based on merit, qualifications, and competence and employment decisions shall be
made without regard to race, color, national origin, sex, age, disability, marital status, sexual
orientation, Vietnam-era veteran or special disabled veteran status, genetic information
including family medical history, victims of domestic violence, or other status in accordance
with applicable federal laws, as well as the state and local laws governing nondiscrimination in
employment in each location in which AHDC has offices.

How to apply

Please submit resume and cover letter that details salary requirements to
office@housingalexandria.org


