
Job Announcement 
February 2011 

Senior Accountant 
MALDEF 
Los Angeles National Headquarters 
 

MALDEF is the nation’s leading non-profit Latino civil rights law firm.  Founded in 1968, MALDEF works to safeguard the civil rights of 
Latinos and to increase the community’s ability to participate fully in American society.  We are currently seeking a Senior Accountant 
to perform a variety of duties including:  general accounting, financial analysis, cash management, budgeting, property management, 
and special projects. 

Job Responsibilities:   

Under the supervision of the General Accounting Manager, the Senior Accountant assists with creation and posting of monthly, 
quarterly and yearly closing entries and with the preparation of month-end financial statements and other reports; assists with monthly 
balance sheet account analysis; oversees all investment accounts ensuring proper recording of all transactions and reconciliation of all 
statements; Maintains ongoing analysis of revenue trends, salary and other expense trends for reasonableness-testing and to facilitate 
forecasting. Generates financial metrics to evaluate revenue conversion rates and expense efficiencies.  Maintains schedules of 
equipment and office leases and outstanding note obligations.  Prepares and processes weekly cash receipts deposits to the bank; 
makes all journal entries to record cash deposits; works with the Development department to reconcile revenue recorded in 
Development’s database to the General Ledger. Prepares and processes weekly cash receipts deposits to the bank; makes all journal 
entries to record cash deposits. Participates in the annual budget process by providing historical expense trend data and entering 
budgets into Financial Edge software, performing cost-center allocations and generating budget to variance analysis reports. Assists 
MALDEF’s Property Management Corporation with the monthly billing and invoicing of rents due and overseeing the timely collection of 
rental revenue. Generates and maintains the tenant rent roll and prepares detailed accounts receivable and aging schedules.  

Qualifications and Experience:   

Must have a Bachelor’s Degree with a major in Accounting, Finance or related field.  Minimum 4 years experience in accounting or 
finance required. Experience working in a for-profit setting is desirable.  

Knowledge, Skills and Abilities:   

The successful candidate will posses a solid understanding of Generally Accepted Accounting Principles (GAAP); excellent computer 
skills, with advanced proficiency in Microsoft Excel; experience with Blackbaud Financial Edge accounting software is desirable. 
Excellent communication skills and the ability to work respectfully with people from diverse cultural and socioeconomic backgrounds 
are required.   Ability to perform work in an office setting, requiring ordinary physical activity such as extracting files and carrying case 
folders from one office to another. Ability to travel by automobile or airplane as required.  Knowledge of and support for MALDEF’s 
organizational goals and understanding of how a law firm functions is extremely helpful. Ability to speak and understand Spanish is 
desirable.  

Compensation:   

$52,000 – $60,000 per year plus benefits.  Our generous benefits package includes:  employer paid medical, dental, vision for 
employees and their eligible dependents; short and long term disability insurance; term life insurance; 20 days of personal time off 
(PTO) and eleven paid holidays each year; optional 403(b) retirement plan with employer match and supplemental insurance. 

How to Apply:   

Send cover letter, résumé, and 3 to 5 page writing sample by email to:  jobs@maldef.org. For ease of processing please title your email 
as follows:  Your Name – LA Senior Accountant.  Alternatively, applications may be sent by US Mail to:  MALDEF Attention: Human 
Resources 634 South Spring Street, 11th Floor, Los Angeles, CA 90014. 

Position Open Until Filled.    Equal Opportunity Employer 
For more information, visit: www.maldef.org 

Follow us on Twitter: @maldefjobs 
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