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Job Title: Property Accountant 

 

Summary 

The Accounting Associate is responsible for accounting functions related to 

commercial real estate properties and corporate entities. The Accounting Associate 

will have daily interaction with property managers, property owners, and vendors. 

 

Essential Duties and Responsibilities 

• Prepare monthly, quarterly and year-end financial statements/reporting  

packages 

• Perform a wide variety of accounting analyses.  

• Analyze various transactions and identify appropriate accounting treatment 

• Prepare journal entries and maintain the general ledger 

• Reconcile monthly bank statements to the general ledger 

• Record and process accounts payable and accounts receivable 

• Process cash receipts and prepare bank deposits 

• Prepare common area maintenance and real estate tax reconciliations 

• Monitor daily cash balances 

• Assist with the preparation of annual operating budgets 

• Assist management with special projects and other tasks as assigned 

 

Other 

• Maintains open communication with the accounting team and property 

managers 

• Has a “can do” productive self-motivated attitude, demonstrates initiative 

and suggests improved processes 

 

Qualifications/Experience 

Potential candidates should have a Bachelor’s Degree (preferably in Accounting) 

and at least two years of general accounting experience.  Experience in real estate 

property accounting is preferred.  In addition, the candidate should have excellent 

organizational, communication, and time management skills. Candidates must be 

proficient in Microsoft Word and Excel.  Experience with MRI or other real estate 

accounting software is a plus. 
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Employee benefits include:  

• Employee Stock Ownership Plan  

• 401(k) Plan with employer match 

• FSA & HSA availability 

• Health insurance (100% paid for employee) 

• Dental and Vision insurance availability 

• Life and long-term disability insurance 

• Paid holidays, sick and vacation time 

 

To apply, please submit a resume to careers@paceproperties.com. 
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