
Vermont Housing and Conservation Board 
58 East State Street, Montpelier, Vermont  05602 

Telephone: 802-828-3250 www.vhcb.org 

 Financial Assistant 
Job Description 

Reports to:  Chief Financial Officer 

The Financial Assistant is a member of VHCB’s financial team which works as part of a collaborative 
organization within a fast paced environment. The team supports the wide breadth of activities of the Board, 
and is instrumental in designing and implementing systems that provide an appropriate balance of compliance 
and flexibility in carrying out the mission. VHCB administers a variety of funding sources, including a portion 
of the State Property Transfer Tax, a variety of federal sources, and miscellaneous other resources. VHCB 
runs a variety of programs and works closely with not-for-profit partners throughout Vermont. 
 
Responsibilities:  
The individual in this 40 hour/week position supports the financial team by playing a key role in leading 
the digital accounts payable (AP) and grant disbursement processes, and providing support in a variety 
of periodic accounting functions and other  tasks. 
 
Responsibilities include:  

• management of accounts payable:  
o collection,  preparation, coding and processing of invoices, 
o work closely with other members of the finance team in the AP cycle,  
o work with program and other staff to review, improve, and ensure adequate 

documentation in the processing of AP, 
o develop working relationships with vendors to ensure accurate, prompt invoicing and 

payment; 
• facilitate & process  disbursements of project awards: 

o coordinate with program staff regarding award disbursement schedule,  
o ensure staff documentation exists for disbursement process, 
o work closely with other members of the finance and administrative teams in the award 

disbursement cycle, 
o process disbursements using State of Vermont Vision system; 

• assist Finance Team in the processing and deposit of cash receipts;  
• record various monthly accounting entries;  
• assist in data entry to the project database, accounting system, and other systems as needed; 
• regular filing of documentation in electronic and paper systems; 
• maintain paper filing systems and assist in maintenance of record retention systems; 
• provide backup duties as needed for other members of the financial team; 
• other duties as assigned.  
 

  

http://www.vhcb.org/


Skills & qualifications shall include:   
 

• stellar attention to detail, concern for accuracy, and exceptional organization skills; 

• commitment to quality of work, demonstration of a creative and curious nature, and a passion for 
the VHCB mission;  

• ability to work well as part of team within fast paced environment with frequent deadlines,  work 
well independently, and have excellent time management skills; 

• excellent communication skills, including an infinity for supporting a variety of personalities in a 
system that may be non-routine for them;   

• comfort working with technology and utilizing different software applications: pdf, accounting, 
word processing, and spreadsheet software; document management and database experience 
helpful;  

• understanding of AP flow within the accounting cycle; 

• experience adhering to internal control systems, 

• minimum four years’ experience working with accounts payable and other bookkeeping 
functions; 

• knowledge of/experience in not-for-profit or governmental accounting systems helpful. 

 

Compensation & Benefits 
This is a full-time position at 40 hours per week. Annual salary range of $46,000-$51,000 depending 
upon qualifications and experience. EOE. Excellent comprehensive benefit package included. Individual 
works primarily on site at the Montpelier office; some remote work at this time is negotiable.  

To apply submit letter of interest and resume to jobs@vhcb.org 
 

The Vermont Housing & Conservation Board is an innovative funding agency established in 1987 with the 
purpose of improving the quality of life for Vermonters by implementing the dual goals of creating 
"affordable housing for Vermonters, and conserving and protecting Vermont's agricultural land, forestland, 
historic properties, important natural areas, and recreational lands."  

 


