
Property Accountant – NAI Nashville Stanton Group  
 
This role is responsible for the timely and accurate preparation of financial statements for 
managed properties as assigned. They will also be responsible for providing management and 
clients with financial information as requested.  
 

1. Prepares monthly, quarterly, and annual financial reports accurately and timely and 
delivers to Director of Accounting and Director of Property Management for review and 
approval. 

2. Makes any necessary journal entries throughout the month for assigned properties, 
including month end reclasses per Director of Property Management. 

3. Prepares monthly bank reconciliations for assigned properties for all cash accounts. 
4. Prepares balance sheet reconciliations monthly and researches any outstanding 

transactions for assigned properties. 
5. Reviews cash flow and online bank accounts daily, to maintain necessary funds for 

operating and capital expenditures and advises Director of Accounting accordingly. 
6. Analyzes monthly financial statements for budget and operating variances and prepares 

variance report for senior management.   
7. Ensures that all property and tenant information is up-to-date and cross-referenced 

against the lease agreement. 
8. Ensures accuracy of the general ledger for assigned properties. 
9. Reviews monthly management fee calculations to ensure accuracy for all properties. 
10. Processes A/P and cuts checks weekly for assigned properties. 
11. Performs collections on past due accounts and assists with default proceedings as 

needed.  
12. Posts Tenant payments, charges, and maintains tenant ledgers (lease renewals, 

reimbursements).  
13. Monitors, updates, and adheres to deadlines throughout the accounting cycle. 
14. Responsible for setting up new bank accounts or transferring of current accounts.  
15. Assists in preparing annual operating budget for assigned properties, including cash 

projections.  
16. Works with various CPAs as needed throughout the year and at year-end for property 

income tax reporting.  
17. Calculates and bills annual CAM reconciliations (including billings and charge entries) for 

assigned properties.  
18. Responsible for monitoring and paying estimated F & E payments and annual property 

tax expenses for assigned properties.  
19. Prepares information for annual property tax appeals and confers with Director of 

Accounting.  
 
To receive a full job description and apply for this position, candidates should email their 
resumes to – knickerson@stantongroupinc.com  


