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Housing Authority of the City of Columbia, Missouri 
 


CHALIS Board Resolution Staff Memo 


 


To:     CHALIS Board of Directors 
 


From: Phil Steinhaus, Executive Director 
 


Date: 3/18/2014 
 


RE: Resolution 68: A Resolution to Approve the Submission of a Grant Application to the 
Missouri Foundation for Health for Adolescent Health Promotion and Substance Abuse Pre-
vention Strategies.


 


 
Background Information: 


Missouri Foundation for Health is an independent philanthropic foundation dedicated to im-
proving the health of people in our region. MFH works as a change-maker, educator and 
partner to promote community health and increase access to care for the uninsured and 
underserved. 
 
The Mini-Grant Funding Program is part of the Foundation’s Responsive Portfolio and is 
designed to support small, short-term projects conducted by health-related organizations 
working to improve the health of their communities.  Up to $10,000 can be requested for a 
broad range of projects. Funding is for 12-months and is neither renewable nor extendable. 
 


CHA Low-Income Service’s grant request will be for approximately $10,000 for a one year 
grant period.  The Youth Community Coalition shall operate under CHA Low-Income Ser-
vice, Inc. to coordinate the services and activities outlined in the grant application and con-
duct grant activities in accordance with the strategic plan of the coalition.  The Youth Com-
munity Coalition is experienced in evidenced based programming and prevention.  Addi-
tionally, the Coalition has a successful history of capacity building in the community and a 
network of partners and resources to fully complete the strategies of the grant application. 
 
Staff Recommendation:  Adopt Resolution #68 authorizing the submission of a grant ap-
plication to the Substance Abuse and Mental Health Services Administration to prevent 
substance abuse through the mentoring of new drug free coalitions and authorizing the ex-
ecution of the contract award agreement and implementation of the program as described in 
the funding application. 







Housing Authority of the City of Columbia, Missouri 


CHALIS 
CHA Low-Income Services, Inc. 


 


 


RESOLUTION #68 
 


A Resolution to Approve the Submission of a Grant Application to the Missouri 
Foundation for Health for Adolescent Health Promotion and Substance Abuse Prevention 


Strategies. 
  
 WHEREAS, the Missouri Foundation for Health offers mini grants to support programs 
that work to improve the health of their communities and improve the access to care for 
vulnerable populations.  


 WHEREAS, CHA Low-Income Services, Inc. will be the applicant, sub-contractual 
agency, or organizational partner for the Missouri Foundation for Health Mini Grant to increase 
adolescent health promotion and substance abuse prevention. 


WHEREAS, the Youth Community Coalition is a community-based coalition of youth and 
adults, designed to prevent substance abuse, underage drinking, teen pregnancy, and teen 
homelessness, and seeks to build capacity among community organizations to address these 
issues; and   


WHEREAS, the Youth Community Coalition shall operate under CHA Low-Income 
Service, Inc. to coordinate the services and activities outlined in the grant application, sub-
contract, or partnership and conduct those activities in accordance with the strategic plan of the 
coalition; and 


WHEREAS, the Board of Directors of CHA Low-Income Services, Inc. desires to submit 
a Teen Pregnancy Prevent grant, sub-contractual agreement, or organizational partnership that 
will provide important funding to reduce the risk factors surrounding teen pregnancy ; and 


BE IT FURTHER RESOLVED that the Board of Directors of CHA Low-Income Services, 
Inc., hereby adopts Resolution #68 authorizing the submission of a Missouri Foundation for 
Health application up to $10,000 for one year; and  


 BE IT FURTHER RESOLVED that if the Missouri Foundation for Health Mini Grant 
application should be approved, sub-contract received, or partnership formed, Resolution #68 
also authorizes the execution of all applicable grant contract award agreements and the 
implementation of the programs and projects as described in the grant application. 


 
 
_________________________________________ 
Genie Rogers, Chair 
 
 
_________________________________________ 
Phil Steinhaus, Secretary 
 
 
Adopted March 18, 2014 
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Columbia Housing Authority 
201 Switzler Street 
Columbia, MO  65203 


BOARD OF DIRECTORS 


Genie Rogers, Chair 
Mary Anne McCollum, Vice-Chair 


Max Lewis 
Ed Robinson 


Peter Stiepleman 


EXECUTIVE DIRECTOR 


Phil Steinhaus 
 


CHALIS 
CHA Low-Income Services 


 Office: (573) 443-2556  ♦  TTY: (573) 875-5161  ♦   Fax: (573) 443-0051  


Board of Directors Meeting Agenda 


Date: March 18, 2014 


Time: 7:30 p.m. * 


Place: CHA Administration Building, 201 Switzler Street 


* The meeting will begin immediately following the adjournment of the Columbia Housing Authority 
Board of Commissioners meeting which begins at 5:30 p.m. 


 
I. Call to Order 


II. Roll Call 


III. Approval of Agenda  


IV. Approval of February 18, 2014 Open Meeting Minutes 


V. Resolution 67:  A Resolution to Approve the Submission of a Grant Application to the State Farm 
Youth Advisory Board for the Implementation of Service Learning Projects to Increase Academic 
and Social Supports in Youth. 


VI. Resolution 68: A Resolution to Approve the Submission of a Grant Application to the Missouri 
Foundation for Health for Adolescent Health Promotion and Substance Abuse Prevention 
Strategies. 


VII. Resolution 69: A Resolution to Approve the Submission of a Grant Application to the Columbia 
Foundation in Support of the Teen Outreach Program Summer Session. 


VIII. Resolution 70: A Resolution to Approve the Revised Job Description for the CHALIS Grant 
Finance Manager and Approving Updates to Appendix 1 – Organizational Chart, And Appendix 3 
– Range And Salary Plan To The CHA Personnel Policy. 


IX. Presentation: Summary evaluation of the 21st Century Community Learning Centers Grant for 
the 2011-2013 school years. 


X. Public Comment 


XI. Board Comment 


XII. Adjournment 


If you wish to participate in the meeting and require specific accommodations or services related to 
disability, please contact Ms. ElTonya Rhoades, Executive Assistant at (573) 443-2556, extension 1122, 
or (573) 875-5161 (TTY) at least one working day prior to the meeting. 


Media Contact: Phil Steinhaus, Executive Director 
 Phone:  (573) 443-2556 
 E-mail:  www.ColumbiaHA.com   Contact Us  Administration 


A complete agenda packet is available for review at all CHA offices during regular business hours and 
posted on the CHA web site at:  www.ColumbiaHA.com. 



http://www.columbiaha.com/

http://www.columbiaha.com/






Housing Authority of the City of Columbia, Missouri 
 


CHALIS Board Resolution Staff Memo 


 


To: CHALIS Board of Directors 
 
From: Phil Steinhaus, Executive Director 
 
Date: 3/18/2014 
 
RE: Resolution 67: A Resolution to Approve the Submission of a Grant Application to the 


State Farm Youth Advisory Board for the Implementation of Service Learning Projects to 
Increase Academic and Social Supports in Youth. 


 


 
 
Background Information: 
 
The State Farm Youth Advisory Board is a diverse group of 30 students aged 17-20 selected 
from across the United States and Canada. The Board plays a leadership role in designing and 
overseeing a $5 million-a-year State Farm® funded service-learning initiative. The Youth Advi-
sory Board grants funds for student-led service-learning projects in the United States and in the 
Alberta, New Brunswick and Ontario provinces of Canada.  
 
These grants address, in a structural way, the issues of environmental responsibility, community 
safety and natural disaster preparedness, financial education, societal health and wellness is-
sues, and accessing higher education/closing the achievement gap.  The number of grants to 
be awarded will depend on the number and quality of requests received. Grant amounts will 
vary according to the nature of the proposal and availability of funds.  
 
The Youth Community Coalition shall operate under CHA Low-Income Service, Inc. to coordi-
nate the services and activities outlined in the grant application and conduct grant activities in 
accordance with the strategic plan of the coalition.  The Youth Community Coalition is experi-
enced in evidenced based programming and prevention.  Additionally, the Coalition has a suc-
cessful history of capacity building in the community and a network of partners and resources to 
fully complete the strategies of the grant application. 
 
Staff Recommendation:  Adopt Resolution #67 authorizing the submission of a grant 
application to the State Farm Youth Advisory Board to promote service learning activities and 
authorizing the execution of the contract award agreement and implementation of the program 
as described in the funding application. 
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RESOLUTION # 67 
 


A Resolution to Approve the Submission of a Grant Application to the State Farm Youth 
Advisory Board for the Implementation of Service Learning Projects to Increase 


Academic and Social Supports in Youth. 
  
 WHEREAS, the State Farm Youth Advisory Board offers grants to support programs that 
promote service learning and address outcomes in education, community safety, financial 
literacy, and health.  


 WHEREAS, CHA Low-Income Services, Inc. will be the applicant, sub-contractual 
agency, or organizational partner for the State Farm Youth Advisory Board Grant promote 
service learning activities in Columbia, MO. 


WHEREAS, the Youth Community Coalition is a community-based coalition of youth and 
adults, designed to prevent substance abuse, underage drinking, teen pregnancy, and teen 
homelessness, and seeks to build capacity among community organizations to address these 
issues; and   


WHEREAS, the Youth Community Coalition shall operate under CHA Low-Income 
Service, Inc. to coordinate the services and activities outlined in the grant application, sub-
contract, or partnership and conduct those activities in accordance with the strategic plan of the 
coalition; and 


WHEREAS, the Board of Directors of CHA Low-Income Services, Inc. desires to submit 
a State Farm Youth Advisory Board grant, sub-contractual agreement, or organizational 
partnership that will provide important funding to promote service learning ; and 


BE IT FURTHER RESOLVED that the Board of Directors of CHA Low-Income Services, 
Inc., hereby adopts Resolution #67 authorizing the submission of a State Farm Youth Advisory 
Board Grant application up to $100,000 per year, for one year, to the State Farm Youth 
Advisory Board; and  


 BE IT FURTHER RESOLVED that if the State Farm Youth Advisory Board Grant 
application should be approved, sub-contract received, or partnership formed, Resolution #67 
also authorizes the execution of all applicable grant contract award agreements and the 
implementation of the programs and projects as described in the grant application. 


 
 
_________________________________________ 
Genie Rogers, Chair 
 
 
_________________________________________ 
Phil Steinhaus, Secretary 
 
 
Adopted March 18, 2014 
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Housing Authority of the City of Columbia, Missouri 
 


CHALIS Board Resolution Staff Memo 


 


To: CHALIS Board of Directors 
 


From: Phil Steinhaus, Executive Director 
 


Date: 3/18/2014 
 


RE: Resolution 69: A Resolution to Approve the Submission of a Grant Application to the 
Columbia Foundation in Support of the Teen Outreach Program Summer Session. 


 


 
Background Information: 


The Columbia Foundation is a charitable organization dedicated to inspiring lifelong giving and 
connecting people, places and organizations to worthy causes across the country, now and into 
the future.  The Foundation supports nonprofit organizations in children’s causes, education and 
the arts and help them achieve their charitable objectives by distributing grants and scholarships 


that touch and transform the lives of many.  The Columbia Foundation offers a mini grant of 
up to $2,500 for one year. 
 
CHA Low-Income Service’s grant request on behalf of the Youth Community Coalition will 
be for approximately $2,500 for a one year grant period.  The Youth Community Coalition 
shall operate under CHA Low-Income Service, Inc. to coordinate the services and activities 
outlined in the grant application and conduct grant activities in accordance with the strategic 
plan of the coalition.  The Youth Community Coalition is experienced in evidenced based 
programming and prevention.  Additionally, the Coalition has a successful history of capaci-
ty building in the community and a network of partners and resources to fully complete the 
strategies of the grant application. 
 
Staff Recommendation:  Adopt Resolution #69 authorizing the submission of a grant ap-
plication to the Columbia Foundation to support the Teen Outreach Program Summer Ses-
sion and authorizing the execution of the contract award agreement and implementation of 
the program as described in the funding application. 
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RESOLUTION #69 
 


A Resolution to Approve the Submission of a Grant Application to the Columbia 
Foundation in Support of the Teen Outreach Program Summer Session. 


     
     WHEREAS, the Columbia Foundation offers $2,500 grants to support programs that 
focus on children, education and literacy, and the arts; and 
 


WHEREAS, CHA Low-Income Services Inc. provides programs and services focusing 
on youth succeeding, adults and families becoming self-sufficient, individuals living 
independently, and the development of affordable housing; and 
 


WHEREAS, the Youth Community Coalition shall offer supportive services to at risk 
youth in grades 6 – 12 and provide service learning opportunities, leadership development, and 
community outreach in connection with the Coalition’s Teen Outreach Program; and 
 


WHEREAS, the Board of Directors of CHA Low-Income Services, Inc. desires to submit 
a grant proposal that will provide funding to implement the program; 
 


BE IT RESOLVED that the Board of Directors of CHA Low-Income Services, Inc., 
hereby adopts Resolution 69 authorizing the submission of a $2,500 Grant Application to 
Columbia Foundation; and 
 


BE IT FURTHER RESOLVED that if the grant application should be approved, 
Resolution 69 also authorizes the execution of all applicable grant contract award agreements 
and the implementation of the programs and projects as described in the grant application. 


 


 


 


_________________________________________ 


Genie Rogers, Chair 


 


_________________________________________ 


Phil Steinhaus, Secretary 


 


 


Adopted 3/18/2014 





		CHALIS Res-69m Columbia Foundation Grant (03-18-2014) Staff Memo

		CHALIS Res-69 Columbia Foundation Grant (03-18-2014)






Columbia Housing Authority 
201 Switzler Street 
Columbia, MO  65203 


BOARD OF DIRECTORS 
Genie Rogers, Chair 


Mary Anne McCollum, Vice Char 
Max Lewis 


Ed Robinson 
Peter Stiepleman 


EXECUTIVE DIRECTOR 


Phil Steinhaus 
 


CHALIS 
CHA Low-Income Services 


 Office: (573) 443-2556  ♦  TTY: (573) 875-5161  ♦   Fax Line: (573) 443-0051 


Page 1 of 3 


 


CHA LOW-INCOME SERVICES, INC. 


BOARD OF DIRECTORS MEETING 


February 18, 2013 OPEN MEETING MINUTES 
 
I. Call to Order: 


 
The Board of Directors of CHA Low-Income Services, Inc. (CHALIS) met in open session on February 
18, 2013 in the Training Room of the Columbia Housing Authority Administration Building at 201 
Switzler St., Columbia, Missouri  65203.  Ms. Rogers, Vice-Chair, called the meeting to order at 6:55 
p.m.   


 
II. Roll Call: 


 
Mr. Steinhaus called the roll. 


 
Present:    Genie Rogers, Chair 
  Mary Anne McCollum, Vice-Chair 
  Max Lewis, Commissioner  
  Peter Stiepleman, Commissioner 


   Edward Robinson, Commissioner   
        


CHA Staff: Phil Steinhaus, Becky Markt, and ElTonya Rhoades.  
 
III. Adoption of Agenda:  


 
Ms. Rogers called for a motion to adopt the agenda with the deletion of agenda item #5. A motion 
was made by Ms. McCollum.  Second by Mr. Lewis.  All Commissioners voted “aye” and Ms. Rogers 
declared the motion approved.  


 
IV. Approval of the November 19, 2013 CHA Low-Income Services Open Meeting Minutes 


 
Ms. Rogers called for a motion to approve the minutes as presented. A motion was made by Mr. 
Lewis. Second by Mr. Robinson. All Commissioners voted “aye” and Ms. Rogers declared the 
minutes adopted as presented.  
 


Resolution 61-66:  Ms. Rogers asked the Board to consider approving Resolutions 61-66 based on the 
similarity of the resolutions.  The Board was in agreement to this approach. 


 
V. Resolution 61:  A Resolution to Approve the Submission of a Grant Application to the Columbia 


Foundation in support of the 2014 Moving Ahead Program Summer Camp. 


VI. Resolution 62:  A Resolution to Approve the Submission of a Grant Application to the Downtown 
Optimist Club in support of the 2014 Moving Ahead Program Summer Camp. 
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VII. Resolution 63:  A Resolution to Approve the Submission of a Grant Application to the Boone 
Electric Community Trust in support of the 2014 Moving Ahead Program Summer Camp. 


VIII. Resolution 64:   A Resolution to Approve the Submission of a Grant Application to the Veteran’s 
United Foundation In support of the 2014 Moving Ahead Program Summer Camp. 


IX. Resolution 65:  A Resolution to Approve the Submission of a Request for Funding to the Stafford 
Family Charitable Trust in support of the 2014 Moving Ahead Program Summer Camp. 


X. Resolution 66:  A Resolution to Approve the Submission of a Request for Funding to the Fred V. & 
Dorothy H. Heinkel Charitable Foundation in support of the 2014 Moving Ahead Program Summer 
Camp.  


Ms. Markt shared that the summer session for the Moving Ahead Program was a big success last 
year. She said that this year’s program will be in session from July 7 – August 8 2014. She stated 
that the program has been asking parents for a small fee of $50 if they would like for their child or 
children to participate and that there is a maximum of 45 children accepted. Ms. Markt said that 
requesting funds from the listed local agencies will help to fund the program. She noted that other 
opportunities will be perused in May of 2014. 
 
Ms. Rogers called for further discussion and there was none.   
 
Ms. Rogers called for a motion to approve Resolutions 61-66 as presented. A motion was made by 
Mr. Lewis. Second by Mr. Robinson. Upon a roll call vote of the motion, the following vote was 
recorded: 
 
Yes: Lewis, Stiepleman, Robinson, McCollum, Rogers 
 
No: None 
 


XI. Public Comment 
 
There were no comments from the public. 
 


XII. Commissioner Comment 
 
There were no comments from commissioners 
 


XIII. Adjournment 
 
Ms. Rogers called for a motion to adjourn the meeting. Motion made by Ms. McCollum. Second by 
Mr. Robinson. Ms. Rogers declared the meeting adjourned at 6:55 p.m.. 


 
Signed: 
 
 
_____________________________________ ____________________ 
Genie Rogers, Chair     Date  
 
 
_____________________________________ ____________________ 
Phil Steinhaus, Executive Director   Date 
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Certification of Public Notice 
 
I, Phil Steinhaus, Executive Director of CHA Low-Income Services, Inc., do hereby certify that on February 
14, 2014,  I posted public notice of the February 18, 2014 Board of Directors Meeting and distributed copies 
of the notice and agenda to the Board of Directors and the local media.  The meeting notice and agenda 
were also distributed to the public upon request. 
 
The complete agenda packet was available for review at all CHA offices during regular business hours and 
posted on the CHA web site at:  www.ColumbiaHA.com. 


 
 
_____________________________________ ____________________ 
Phil Steinhaus, Executive Director   Date 



http://www.columbiaha.com/






Housing Authority of the City of Columbia, Missouri 
 


CHALIS Board Resolution Staff Memo 


 


To:     CHALIS Board of Directors 
 


From: Phil Steinhaus, Executive Director 
 


Date: March 18, 2014 
 


RE: Resolution 70: A Resolution to Approve the Revised Job Description for the CHALIS 
Grant Finance Manager and Approving Updates to Appendix 1 – Organizational Chart, 
And Appendix 3 – Range And Salary Plan To The CHA Personnel Policy. 


 
 
We continue to have some staffing changes in our Finance Department.  Ms. Debbi Simmons 
who currently serves as the CHALIS Accountant has been promoted to the CHA Accountant 
position in the Central Office Cost Center that has been vacant when Sandi Epple took a posi-
tion with another company in December 2013.  Ms. Tracie Slotwinski will be transitioning from 
her current role as a Finance Assistant II to CHALIS Grant Finance Manager.  Ms. Slotwinski 
has extensive experience working with not-for-profit agency and grant accounting. 
 
The job description for the CHALIS Grant Finance Manager replaces the existing job description 
of CHALIS Accountant.  These revisions from the Accountant position to the Finance Manager 
included the removal the bachelor’s degree requirement.  The Accountant position worked inde-
pendently and reported to the Director of Finance. The Finance Manager will be supervised by 
the CHA Accountant who previously held the CHALIS Accountant position. 
 


Executive Director Recommendation:  Adopt Resolution 67 approving the revised job de-
scription for the CHALIS Grant Finance Manager, updates to Appendix 1 – Organizational Chart 
and Appendix 3 – Range and Salary Plan to the CHA Personnel Policy. 
. 
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RESOLUTION #70 


A Resolution to Approve Revised Job Descriptions for the CHALIS Grant Finance 
Manager and Approving Updates to Appendix 1 - Organizational Chart and Appendix 3 


– Range and Salary Plan to the CHA Personnel Policy. 


WHEREAS, the Department of Finance and Human Resources has reviewed the current changes 
in work responsibilities within the department and has recommended adoption of the revised job 
description of CHALIS Grant Finance Manager that more accurately reflects the work responsibilities of 
this position; and  


NOW, THEREFORE, BE IT RESOLVED that the Board of Commissioners of the Housing Authority 
Low Income Services of the City of Columbia, Missouri hereby adopts Resolution 70 approving the 
revised job description for the CHALIS Grant Finance Manager and Approving Updates to Appendix 1 - 
Organizational Chart and Appendix 3 – Range and Salary Plan to the CHA Personnel Policy as attached 
hereto and made a part hereof. 


 


 
 
_________________________________________ 
Genie Rogers, Chair 
 
 
_________________________________________ 
Phil Steinhaus, Secretary 
 
 
Adopted March 18, 2014 
 
 







  


Columbia 
Housing Authority 


C H A L I S  
CHA Low-Income Services, Inc. 
201 Switzler Street, Columbia, MO  65203 


Office: (573) 443-2556 ♦ TTY: (573) 875-5161 ♦ Fax Line: (573) 443-0051 ♦ www.ColumbiaHA.com 


 


POST / DISTRIBUTE 
ANNOUNCEMENT DATE:   


 


CHALIS Grant Finance Manager  
  


DEPARTMENT/DIVISION: Finance Department / CHA Low Income Services, Inc. 


STARTING WAGES:  BELOW, PLUS A FRINGE BENEFIT PACKAGE 


MINIMUM/STARTING MAXIMUM 


 ANNUAL: $31,200.00 $41,600.00 


 HOURLY: $15.00 $20.00 


 


APPLICATION DEADLINE:  . 


STARTING DATE:   IMMEDIATELY 


POSITION SUMMARY: Processing financial transactions and monthly reporting involves the use of accounting 
skills developed through education and experience.  This position requires the performance of confidential 
bookkeeping duties that require knowledge of and experience with accounts payable, accounts receivable, 
payroll, procurement, invoicing, computer information systems, clerical office skills and other administrative 
functions. 


Responsibilities include but are not limited to:  maintaining accounting control over restricted accounts, including 
gifts, contract and grants awards received from federal, state, and local government agencies and private 
foundations; ensuring proper recording of all budgets, revenues, and expenditures for these accounts; preparing 
invoices for expenses incurred and follow up to ensure timely payment of outstanding invoices. Some funds 
received are handled electronically to speed processing.  
 
Works closely with Grant Administrators in administering pre-award and post-ward activities related to sponsored 
programs, including assistance with budget preparation and filing of required fiscal reports.  Work involves 
performing duties that require an advanced knowledge of and experience with cost or grant accounting principles 
and practices. In the performance of duties the employee is required to apply judgment and initiative based on 
knowledge gained through experience and training.  Such decisions are made, however, in accordance with 
established precedents or departmental policies.  Departures from established procedure are referred to the 
immediate supervisor for decision and all work is reviewed by the Accountant for overall performance. 
 
PARTIAL LISTING OF MINIMUM QUALIFICATIONS:  Bachelor’s Degree with major course work in accounting 
or business administration with accounting emphasis or an equivalent combination of education and experience 
with cost or grant accounting to meet the required knowledge, skills and abilities. Must be proficient in the use of 
Excel spreadsheets and 2 years’ experience with Microsoft Office, Windows, and accounting software programs. 
Able to organize with emphasis on detail and accuracy. Able to make complex computations with speed and 
accuracy. Able to understand and quickly follow written and oral instructions and to communicate in written and 
oral form. Excellent interpersonal and customer service skills. Must be independent, self-motivated, and very 
analytically minded. Must be bondable and insurable. Must be able to pass a criminal background check and pre-
employment drug screen.  Must possess an account for direct deposit of payroll. 
 


A copy of the complete position description is attached. 
Employment applications are available at the CHA Administration Building, 


201 Switzler Street or online at www.columbiaha.com. 
For ADA accommodations please call (573) 443-2556, ext. 1120 or (573) 875-5161 (TTY). 


The Housing Authority of the City of Columbia, Missouri  
is an equal opportunity employer. 


 



http://www.columbiaha.com/





 


Position Description 
 


Grant Finance Manager  
 


Reports To:  CHA Accountant 
 


Summary of Position:  Processing financial transactions and monthly reporting involves the use of 


accounting skills developed through education and experience. This position requires the performance 
of confidential bookkeeping duties that require knowledge of and experience with accounts payable, 
accounts receivable, payroll, procurement, invoicing, computer information systems, clerical office 
skills, and other administrative functions which may include some human resources or personnel 
management. 
 
Responsible for maintaining accounting control over restricted accounts, including gifts, contract and 
grant awards received from federal, state, and local government agencies and private foundations.  
Responsible for ensuring proper recording of all budgets, revenues, and expenditures for these 
accounts.  Responsible for preparing invoices for expenses incurred and follow up to ensure timely 
payment of outstanding invoices.  Some funds received are handled electronically to speed processing. 
 
Works closely with the Grant Administrators in administering pre-award and post-ward activities related 
to sponsored programs, including assistance with budget preparation and filing of required fiscal 
reports. Work involves performing duties that require an advanced knowledge of and experience with 
cost or grant accounting principles and practices.  In the performance of duties the employee is 
required to apply judgment and initiative based on knowledge gained through experience and training.  
Such decisions are made, however, in accordance with established precedents or departmental 
policies.  Departures from established procedure are referred to the immediate supervisor for decision 
and all work is reviewed by the CHA Accountant for overall performance. 


 
Major Duties and Responsibilities may include as Assigned: 


 Process payroll for electronic transmission every two weeks. 


 Prepare complex spreadsheets to allocate all payroll and employee benefits costs based on funding 
source for journal entry to general ledger. 


 Prepare purchase orders in compliance with grant’s budget, match invoices or receipts to purchase 
orders when received; enter into Accounts Payable software; copy for grant file and forward 
originals to the Finance Department for payment. 


 Review grant service provider’s requests for payment, enter into Accounts Payable software, copy 
for grant file and forward originals to the Finance Department for payment. 


 Maintain the Accounts Receivables; prepare monthly invoices for grant and reporting of grant 
reimbursements. Post invoices and deposits to Accounts Receivable in accounting software. 


 Reconcile bank statements and General Ledger accounts monthly. 


 Prepare monthly financial reports with budget comparisons for grant program managers. 


 Maintain current departmental files and establish new files as required; type correspondence, 
purchase orders, reports, forms and other records. 


 Assist with month end financial reporting.  


 


 


Columbia 
Housing Authority 


C H A L I S  
CHA Low-Income Services, Inc. 
201 Switzler Street, Columbia, MO  65203 


Office: (573) 443-2556 ♦ TTY: (573) 875-5161 ♦ Fax Line: (573) 443-0051 ♦ www.ColumbiaHA.com 







Major Duties and Responsibilities may include as Assigned Cont’d: 


 Ensure all CHALIS records are well maintained, organized, and available for the annual financial 
audit and any program audits that may occur. 


 Post open positions for grant programs, manage application intake, schedule interviews, and 
process background checks both for applicants and volunteers. 


 Provide day-to-day work assignments and technical assistance to other Finance Department staff 
for grant-related duties as assigned by CHA Accountant. 


 


Required Knowledge, Skills, and Abilities: 


 Superior ability to organize with emphasis on detail and accuracy. 


 Excellent ability to manage multiple tasks to meet deadlines. 


 Ability to make complex computations with speed and accuracy on excel spreadsheets. 


 Ability to understand and quickly follow written and oral instructions and to communicate in written 
and oral form. 


 Excellent interpersonal and customer service skills, with the ability to meet and deal tactfully and 
courteously with the public and to establish and maintain effective working relationships with other 
employees at all levels. 


 Superior knowledge of contemporary office practices, procedures and equipment including fax, 
telephone, and copy machine.  Must be a proficient keyboardist with a thorough knowledge of word 
processing, spreadsheets and database programs. 


 Must be independent, self-motivated, and very analytically minded; problem solving experience a 
must. 


 


Education and Experience: 


 Required: two years’ experience with cost or grant accounting, or an equivalent combination of 
education and experience to meet the required knowledge, skills and abilities. 


 Required: two years’ experience with Microsoft Office and Windows. 


 Required: two years’ experience with accounting software. 


 Required: proficiency with Excel spreadsheets. 


 Preferred: two years’ experience in financial administration involving participation in the planning 
and management of a nonprofit or government program. 


 


Special Requirements: 


 Must have a valid Missouri driver’s license. 


 Must be bondable and insurable. 


 Must be able to interface effectively with all levels of management. 


 Must be able to obtain and maintain a bank account for direct deposit of payroll. 


 Must be able to pass a pre-employment drug screen. 


 Must be able to pass a pre-employment background check. 


 


 


             
Employee’s Signature     Date 
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CHA Low-Income Services, 
Inc. (CHALIS) 


Project-Based Asset Management 
Organizational Chart  


Personnel Policy – Appendix 1 
Adopted 2014-03-18 
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