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Department of Housing and Community Development
DIVISION OF FINANCE AND ADMINISTRATION

Accounts Payable Clerk (C01022)

(Fiscal Accounts Clerk II) 

Hiring Range:  $26,783 - $34,260

This is a Contract position with No Benefits

The Maryland Department of Housing & Community Development (DHCD) is a national leader in financing affordable housing and community development lending.  We are good but strive to be great. To make this happen our team needs members that will challenge the status quo, effectively communicate ideas and issues, independently bring forth practical and efficient solutions, believe change is good and want to come to work knowing that what they do makes a difference in their neighborhood.  

DHCD is looking for an Accounts Payable Clerk to serve in the General Accounting unit of the Division of Finance and Administration.  This data entry clerk will review and process invoices and payments, code and distribute cash receipt report, and do journal entries.

DHCD offers a flexible work schedule, telework and job sharing options, training, advancement and career path opportunities, casual business dress on Fridays, and a competitive salary.  There is ample free parking, a cafeteria in the building, plus DHCD is located just off Interstate 97 in close proximity to the historic capital of Annapolis.
Minimum Qualifications:
Education:
Graduation from an accredited high school or possession of a high school equivalence


certificate.

Experience:
Two years of experience reviewing, verifying, recording, adjusting
and


balancing financial transactions.


Notes:   1.
Experience calculating and recording financial, statistical or other numerical data may be substituted on a year-for-year basis for the required high school education.

2. Six credit hours in accounting from an accredited college or university may be substituted 
         for one year of the required experience.

3.    A minimum of five courses or six months of accounting-related training in a vocational 

training program in subjects such as journalizing transactions, analyzing transactions



 into debits and credits, posting to a general ledger, payroll, bank reconciliations,


accounts payable, and accounts receivable may be substituted for one year of the 


required experience.

To apply, please submit a Maryland State Application (downloadable at   http://www.mdhousing.org/Website/Employment/Employment.aspx ) no later than close of business (5:00 p.m.) on 03/26/10 to:
Sarita C. Durant
Recruitment Manager

Office of Human Resources

Department of Housing and Community Development
100 Community Place - 2nd Floor
Crownsville, MD 21032 

durant@mdhousing.org
All applicants must be eligible to work in the United States.  Educational credentials from foreign countries must be evaluated by an approved education review service. This evaluation must be submitted with your resume and/or application. For further information, you may call International Consultants of Delaware, Inc. (302) 737-8715 or World Education Services Inc. 1-800-932-3897 or (202) 331-2925.
DHCD is an Equal Opportunity Employer
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