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Nothing in this job description restricts management's right to assign or reassign duties 

and responsibilities to this job at any time. 

 

DUTIES  Serves as an Accounting Technician for the Metropolitan Washington Airports 

Authority (Airports Authority) by performing a range of routine and non-routine bookkeeping 

and paraprofessional accounting tasks in one or more of the following domains:  (a) accounts 

receivable, (b) accounts payable, (c) fixed assets and (d) general ledger support.  Work requires 

application of established and standardized bookkeeping and accounting methods, processes, 

procedures and practices, and ability to rapidly acquire and apply knowledge of, and use, Airports 

Authority-specific processes, procedures, practices, systems and other standards and guides.   

 

--Accounts Receivable:  generates or reviews invoices and enters data; applies credits and 

discounts based policy and procedure; receives payments, matches payment received to invoices 

or bills, and applies payments, and calculates balances, if any; and performs collections. 

 

--Accounts Payable:  processes electronic and paper invoices/bills received; codes bills/invoices; 

matches invoices to an authorizing purchase order, compares for accuracy with the receiving 

report, approves for payment, contacting vendors when necessary concerning incorrect bill/invoice 

and arranging for corrections or credits as appropriate; applies available credits and discounts to 

payments; reviews and processes such expense administration payments as employee business 

reimbursements; adds new vendors to the enterprise resource program (ERP) master vendor file 

noting applicable credits and cash or net discounts;  and approves payment and enters it into the 

appropriate general ledger or accounts payable sub ledger.  

 

--Fixed Assets Accounting:  computes asset cost; computes depreciation for tax and insurance 

purposes; enters data for asset tracking into the fixed assets system  (item, cost, depreciation 

schedule, etc.); tags and tracks movable items; and creates reports (e.g.,  maintenance costs, dates 

of service, etc.). 

 

--General Ledger Support: prepares non-complex journal entries, financial report preparation and 

assembly, assemble and ensure proper financial documentation.  

 

--Uses a computer for various office applications (email, word processing, spreadsheets, etc.), and 

ERP system, as well as specialized accounting systems used in the department. 

 

--Interacts effectively with business contacts in a businesslike, customer service-oriented 

manner. 

 

--*Performs other duties as assigned.* 

 

Critical features of this job are described under the headings below.  They may be subject to 

change through reasonable accommodation or otherwise. 
 

MINIMUM QUALIFICATIONS (MQs) 

 

To be rated qualified for this job, an applicant must meet both of the MQs listed below.  
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1. A high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience and training that includes some high 

school-level (or higher) courses in bookkeeping and business arithmetic.  

 

2. Three years of responsible experience in bookkeeping and paraprofessional accounting that 

includes substantive work in a range of the DUTIES in this job description, to include: 

 

(a) Evidence of knowledge of, and skill in using, established and standardized bookkeeping 

and accounting methods, processes, procedures and practices to perform accounts 

receivable, accounts payable, fixed assets accounting and/or general ledger support 

functions.  This includes skill in using intermediate mathematics (decimals, fractions, 

ratios, factoring, integers, multiplication, division, etc.) and basic statistics (such as 

mean-median-mode, ranges and percentiles) to perform bookkeeping/accounting work.  

 

(b) Evidence of ability to rapidly acquire knowledge of, and then skillfully use, Airports 

Authority-specific processes, procedures, practices, systems and other standards and 

guides pertinent to assigned functions. 

 

(c) Evidence of skill in using a computer and modern office suite software to perform 

bookkeeping and paraprofessional accounting functions and to perform general office 

functions, such as communication (email), word processing, scheduling, spreadsheets and 

presentations, and in using specialized accounting software to perform bookkeeping and 

paraprofessional accounting functions.  This requirement includes demonstrated ability to 

rapidly acquire knowledge of, and then skillfully use, Airports Authority-specific ERP 

modules pertinent to assigned functions. 

 

(d) Evidence of skill in planning one’s own work consistent with assignments, priorities 

and other guides; in reasoning in problem solving; in communicating in writing; in 

communicating orally; in working effectively with business contacts; in working as a 

team member; and in providing effective customer service.  

 

Education and training beyond what is need to satisfy MQ 1 above may be substituted for two of 

these three years of experience (MQ 2) on a week-to-week basis provided the education and 

training provide evidence of the knowledge, skills and abilities required by items 2(a), 2(b), (2c) 

and 2(d). 

 

PREFERRED QUALIFICATIONS 

 

The qualifications listed below (if any) are preferred and may be considered in the selection 

process, but they are not required to be rated qualified for this job.   

 

None 

 

KNOWLEDGE, SKILLS, ABILITIES AND OTHER FACTORS (KSAOs)  
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The following KSAOs are required for successful performance of this job and are a basis for 

rating and ranking applicants who are found to meet the MQs. Local, Federal, airport industry 

or Airports Authority specific bodies of knowledge listed below may be acquired on the job, 

typically; ability to rapidly acquire them is required at the time of vacancy announcement 

closure. 

 

1. Knowledge of, and skill in using, established and standardized bookkeeping and accounting 

methods, processes, procedures and practices to perform accounts receivable, accounts 

payable, fixed assets accounting and/or general ledger support functions.  This includes skill 

in using intermediate mathematics (decimals, fractions, ratios, factoring, integers, 

multiplication, division, etc.) and basic statistics (such as mean-median-mode, ranges and 

percentiles) to reconcile bank accounts, prepare adjusting entries to the sub ledgers, prepare 

schedules and reports, perform monthly reconciliations, and perform related functions. 

 

2. Knowledge of the Airports Authority’s financial systems and accounting structure for the 

general ledger, accounts payable, accounts receivable, and fixed assets accounts, etc., to 

reconcile bank statements, prepare cross references for new accounts, prepare schedules and 

reports, calculate late charges and prepare debt collection letters in accordance with established 

policy and perform related functions.   

 

3. Skill in problem solving to apply knowledge and experience to select, organize and logically 

process relevant information (verbal, numerical or abstract) to solve a problem. This includes 

ability to recognize subtle aspects of problems, identify relevant information and make 

balanced recommendations and decisions. Example includes skill in identifying and 

analyzing accounting discrepancies to determine the cause(s) and make the necessary 

reconciliation(s). 

 

4. Skill in using a computer and a variety of software (such as Microsoft Office Suite, Internet 

search engines, Oracle ERP system, Hyperion Planning, and Livelink) to maintain records 

and develop reports, and to plan, schedule, communicate, word process, calculate, and 

retrieve/record information. 

 

5. Skill in oral communication to understand verbal information (facts, policies, etc.) and to 

express such information verbally so that others will understand. Examples include 

exchanges of information with customers to verify payment amounts and properly code 

remittances and respond to customer inquiries, with co-workers, other internal business 

contacts and such external business contacts as bank personnel regarding bank statements. 

 

6. Skill in written communication to understand written information (facts, policies, etc.), draw 

inferences, form hypotheses and develop logical arguments, and to express such information 

in writing so that others will understand. This includes skill in maintaining the Chart of 

Accounts, in reviewing financial statements and reports, prepare summaries of cash receipts 

for month financial statements, add new vendors to the ERP system master vendor files and 

noting applicable credits and cash or net discounts, and in preparing analyses of financial 

information. 
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7. Interpersonal skills to interact effectively with co-workers, customers and business contacts 

in a businesslike, customer service-oriented manner. 

 

8. Ability and willingness to work under pressure and tight timelines during peak periods 

typically linked to budget, accounting, and reporting cycles. 

 

RESPONSIBILITY  Is responsible for moderately complex accounting clerical work working 

mainly with general ledger, accounts receivable, accounts payable or fixed assets accounts while 

building accounting knowledge and skills. Work directly supports maintenance of accurate and 

timely accounting/financial reporting systems for the Airports Authority. 

 

Reports to a Lead Accounting Technician or accounting professional.  The supervisor makes 

assignments by providing background and other context, defining objectives, priorities and 

deadlines, and providing any special instructions. Reoccurring work is carried out independently. 

The incumbent plans and carries out the successive steps based on precedents, accepted accounting 

principles and practices, instructions and the like; keeps the supervisor informed of day-to-day 

progress and problems and, as they arise, sensitive issues. The incumbent may receive addition 

technical guidance from the supervisor or higher-grade accountants to resolve unfamiliar accounting 

problems and new or unusual issues as they arise. Completed work is subject to various controls and 

typically reviewed in terms of timeliness, accuracy, quality, quantity, attainment of assigned 

objectives, and other factors as specific performance management goals and measures. 

 

Guidelines include GAAP, GASB issuances, and FASB advisories, standard 

bookkeeping/accounting methods and practices, the Airports Authority Accounting policies and 

procedures, and accounting publications/references. The incumbent uses judgment to carry out the 

accounting process, identify the cause(s) of discrepancies, the necessary adjustments, when needed, 

and follow-up to ensure that corrections are made. New and unusual issues are typically brought to 

the supervisor or an accounting professional for guidance or confirmation of the approach selected 

by the incumbent. 

 

EFFORT Work is primarily sedentary, but requires moving about to obtain work information. The 

incumbent may sit for extended periods while performing desk work. Regularly uses a computer, a 

telephone and other office equipment. Typically exerts light physical effort in opening/closing file 

drawers, retrieving files and otherwise moving about. Regularly reviews accounting documents 

containing small print.   

 

WORKING CONDITIONS Works primarily in an adequately lighted, ventilated and temperature 

controlled office and conference rooms. May experience some job pressure from tight deadlines. 

 

OTHER SIGNIFICANT JOB ASPECTS None 


