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GVR METROPOLITAN DISTRICT 
 

JOB DESCRIPTION 

HOA BOOKEEPER 

 
 
 

The statements contained herein reflect general details as necessary to describe the 
principal functions of this job, the level of knowledge and skill typically required, and the 
scope of responsibility, but are not an all-inclusive listing of work requirements.  
Individuals may perform other duties as assigned including work in other functional areas 
to cover absences or relief, to equalize peak work periods or otherwise to balance the 
workload. 
  
GENERAL STATEMENT OF RESPONSIBILITIES: 

 
The HOA Bookkeeper is responsible for assisting with all aspects of general operation of 
the GVR HOA operations through the GVR Metropolitan District office.  
Responsibilities include:  assisting with the operation of office equipment, including 
phones, facsimile machine, computer/printer, postage machine, folding machine and 
calculator; assisting with the performance of administrative functions on behalf of the 
District, including opening and routing mail, file creation and maintenance; maintaining 
information and homeowner association record logs, assisting with community 
relations/customer service; assisting with all aspects of the HOA Accounting procedures; 
general office paperwork, and performing other duties as may be assigned.   
              
 
Essential Functions 

 
1. Administrative duties (Approximately 30%):   

 
A. Help coordinate administrative efforts of the HOA staff;  
B. Manage filing system both hard copy as well as electronic filing system.  
C. Maintain archived record logs for covenant process. 
D. Maintain HOA office records and paperwork. 
E. Assist with the creation of handbooks, training manuals and general forms. 
F. Monitor required documents and maintain forms, correspondence and files.  
G. Assist with maintaining logs of HOA work completed, including covenant 

enforcement reports, property concerns, ARC decisions and log, and other 
logs as needed. 
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H. Maintain District documents as needed, including all HOA related 
documents as well as any District documents including program 
documents, etc. 

I. Typing documents as needed by HOA Supervisor and District Manager.  
J. Help serve as Community Liaison/Customer Service Contact for HOA and 

District.  
K. Assist with inquiries and requests from community. 

 
2.  Accounting and financial reporting.  (Approximately 45%) 
 

A. Accounts payable 
a. Review invoices 
b. Categorize and process attorney invoice and bill customers 

accordingly 
B. Accounts receivable 

a. Posting of payments 
b. Tracking payment plans 
c. Tracking percentage payments 
d. Tracking allowance for doubtful accounts 
e. Review and post payments from attorney 

C. Develop financial reports as necessary for all HOA related accounts for 
HOA Board and District Board meetings. 

D. Prepare needed financial reports for District and HOA Boards. 
E. Assist with budget process each budget cycle as needed. 
F. Filing of liens and lien releases for the HOA. 
G. Collaborate with the HOA Supervisor with the collection process. 
H. Prepare deposits weekly. 
I. Reconcile bank statements. 
J. Reconcile general ledger accounts. 
K. Process bankruptcies, foreclosures, write-offs and appeals. 
L. Process invoices for customers. 
M. Update QuickBooks with new homeowners, address changes, management 

company information and renters. 
 

3.  Website/Newsletter. (Approximately 5%) 
Assist with the maintenance and updating of website and newsletter.  Assist 
with monitoring mailing lists used with all District and HOA mailings.  

 
4.  Operation/Maintenance of Office.  (Approximately 10%) 

A. Answer multi-line telephone system set up to receive calls. 
B. Operate office computer and printers. 
C. Troubleshoot and resolve any computer problems, working closely with 

District Manager, computer vendors and/or technicians.   
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D. Operate facsimile machine, copier, postage machine, folding machine,   
calculator and other standard office equipment as required. 

E. Perform minor service on office equipment to ensure efficient operation 
and coordinate outside maintenance as needed.   

F. Trash removal as necessary. 
 
 
5.  Support of Inspection process.  (Approximately 5%) 

A. Resident and Homeowner billing information relative to all properties.   
 
6.  Other Duties as Assigned.  (Approximately 5%) 

A. Including, but not limited to janitorial support, when required for health and/or 
safety. 

B. Assist District Office staff with District related projects. 
              
 

Technical Skills (Knowledge, Skills and Abilities) 
 

Minimum Qualifications Required:  High School diploma required. Two years 
bookkeeping experience required. Bachelors Degree in accounting, finance or related 
field preferred.  Bilingual language abilities preferred. Excellent written and oral 
communication skills preferred.  Experience with computers required. 
Proficiency with basic computer programs, including QuickBooks and Microsoft Office; 
ability to use multi-line phone system and other general office equipment (facsimile, 
calculator, etc.); typing proficiency (minimum 50 words per minute with three or fewer 
mistakes); good written and verbal communication skills; ability to work well with 
different types of people, including Board of Directors, and the public; and/or willingness 
to attend training at District expense for any skill not currently possessed.  
________________________________________________________________________ 

 
Physical Demands 

 
Must be able to sit at a desk for long periods of time, analyze, think, stoop, reach 
overhead, possess good written and verbal communication skills, operate general office 
equipment, including desktop computers, safely climb a two-foot stepstool, and lift or 
carry up to twenty (20) pounds, with or without reasonable accommodation. 
 

Supervisor 
 

This position has been designated as an FLSA non-exempt, benefit-eligible, at-will 
position.  The HOA Bookkeeper receives direction and immediate supervision from the 
Supervisor for HOA Services, but is expected to exercise a high degree of independence 
and initiative to accomplish the major functions of the position. 
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Acknowledgment 
 
I acknowledge that I have received a copy of the HOA Bookkeeper job description on this 
__________ day of ____________________, 20____, and that to the best of my belief, I am 
capable of performing the essential functions of the job, with or without reasonable 
accommodation 
 
Any accommodation requested to perform the essential functions of the job as described: 
             
              
 
 
              
       Signature 
 
 
              
       Printed Name 
 


