
 
 
 

Accounts Payable- Staff Accountant 

Who we are: 

St. Nicks Alliance, a North Brooklyn based community organization, seeks to transform lives of low- and moderate-income people 
through employment, education, housing, elder care and social services. We do this by delivering impactful services with measurable 
outcomes to children, adults, and the elderly. As a civic anchor, we carry out this mission within the context of building a sustainable 
community for all people through the arts, environmental advocacy, and urban planning. 

We are currently seeking a full-time accounts payable - staff accountant for our 2 Kingsland Avenue location in Brooklyn. 

What you’ll do: 

The accounts payable - staff accountant supports the day-to-day accounts payable operations for the property management division by 
ensuring the accurate and timely processing of vendor invoices and payments. This position also assists with construction draw 
tracking, maintains organized accounting records, and works closely with property managers to resolve accounts payable and general 
ledger inquiries. The ideal candidate is detail-oriented, organized, customer-focused, and eager to learn about new technology and 
accounting systems. 

Specific duties include, but are not limited to:  

• Process vendor invoices and payments accurately and in a timely manner while ensuring proper coding, approvals, and 
supporting documentation 

• Match purchase orders to vendor invoices and resolve discrepancies before payment processing 
• Reconcile vendor statements to accounts payable records and respond to vendor payment inquiries 
• Process check, ACH, and other electronic payments while maintaining organized supporting documentation 
• Assist the Accounts Payable Supervisor with tracking construction project expenditures, maintaining construction draw 

schedules, and monitoring project activity 
• Serve as a liaison to Property Managers by responding to accounts payable and general ledger-related questions 
• Support month-end closing activities, account reconciliations, process improvements, and other accounting projects as 

assigned by the Accounts Payable Supervisor or Property Controller 

What we are looking for: 

• An associate or a bachelor's degree in accounting, finance, or a related field 
• One to three years of accounts payable or general accounting experience, preferably in real estate or property management 
• Strong attention to detail and organizational skills with the ability to manage multiple priorities 
• Excellent written and verbal communication skills and commitment to customer service 
• Strong analytical and problem-solving skills 
• Proficiency in Microsoft Excel and Microsoft Office 
• Ability to quickly learn new accounting systems and technologies 
• Experience with RealPage, Yardi, MRI, or other property management/accounting software is a plus 

What's in it for you: 

• compensation range: $40,000-$55,000 (The actual compensation will depend on a variety of job-related factors which may 
include geographic location, work experience, education, and skill level.) 

• competitive benefits package (medical, dental, vision, 401K) 
• 12 company paid holidays; paid vacation, sick, and personal time off 
• learning & development opportunities and access to wellness programs 



 
 
How to apply: 

Please submit your resume and a cover letter outlining your qualifications and interest in the position to knguyen@stnicksalliance.org 

St. Nicks Alliance is an Equal Opportunity Employer. We consider applicants for all positions without regard to race, color, national 
origin, religion, sex, gender identity, age, disability, alienage or citizenship status, ancestry, marital status, sexual orientation, veteran 
status, or any other status or characteristic protected by applicable federal, state or local laws.  

 

Visit Stnicksalliance.org 
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