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Assistant Controller 

 

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

responsibilities to this job at any time. 

 

FUNCTIONAL DUTIES  Serves as the Assistant Controller for the Metropolitan Washington 

Airports Authority (Airports Authority).  Assists the Controller in ensuring accounting and 

payroll requirements are fully met by providing technical leadership of, and working directly 

with, managers and staff in each of the core functional areas of the Accounting Department 

(Department), which are (1) Revenue and Billings, (2) Projects and Fixed Assets, (3) Accounts 

Payable, (4) Financial Reporting, and (5) Payroll.  Directly manages the Projects and Fixed 

Assets Section and the Financial Reporting Section through subordinate supervisors.  Leads, or 

advises and assists, on a wide range of accounting issues.  Performs related functions. 

 

--Through subordinate organizations and staff, or personally: 

 

--Reviews and/or prepares internal and external financial statements and reports, 

including the Comprehensive Annual Financial Report (CAFR), the monthly Board of 

Directors (Board) and management financial reports, the Airports Authority's retirement 

and other post-employment benefits (OPEB) financial reports, and other recurring and ad 

hoc reports and analyses. Works with Department personnel to ensure that reports are 

produced timely and accurately, and that monthly and year end timelines and deliverables 

are met. Working with senior management, ensures that audit and bond offering 

documents are delivered timely and accurately reflect the financial position of the 

Airports Authority.  

 

--Reviews and approves journal entries. Prepares complex and/or non-routine journal 

entries. 

 

--Develops and implements cost allocation procedures for items such as program 

management costs, the Owner Controlled Wrap-Up Insurance Program, interest cost and 

interest income, for capitalization of construction projects. Develops and implements cost 

allocation procedures for indirect expenses. 

 

--Reviews and approves routine reconciliations and assists in the preparation of complex 

and/or non-routine reconciliations. Ensures that all accounts are properly reconciled on a 

regular basis and that reconciled items are adjusted in a timely and accurate manner. 

 

--Reviews, researches, recommends, drafts, establishes, implements and enforces 

accounting policies and procedures to ensure an adequate system of internal controls.  

 

--Researches new accounting pronouncements and provides guidance on changes in 

accounting policies and procedures in order to ensure that the Airports Authority's 

financial reporting remains in compliance with Generally Accepted Accounting 

Principles (GAAP) and Financial Accounting Standards Board (FASB) issuances. If 

applicable, implements new pronouncements. 
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--Assists in the development and installation of accounting systems, procedures and 

controls. Monitors the set up of elements within the financial systems to ensure that 

financial reporting and control objectives are met. 

 

--Tracks progress in upgrades and modifications to the ERP modules pertinent to the 

Department. 

 

--Performs accounting overview work for the Airports Authority's retirement and OPEB plans. 

 

--Provides detailed accounting guidance and assistance to Departmental staff.  Identifies 

(accounting/payroll) business process improvement needs/opportunities and recommends 

continuous improvement initiatives to improve/optimize processes. 

 

--Stays abreast of ‘best practices’ in accounting/payroll, pronouncements, issuances or changes 

by or in GASB/FASB/GAAS and the Internal Revenue Service (IRS), and the most important 

capital improvement and operating programs/projects/initiatives of the Airports Authority, 

altogether to identify accounting issues, assess accounting treatment, ensure accounting/payroll 

compliance, etc.  [These Airports Authority programs include the Capital Construction Program 

(CCP), the Capital Operating and Maintenance Investment Program (COMIP) and the 

Operations and Maintenance (O&M) Program applying to the Airports Authority’s Aviation 

Enterprise, and the Capital Improvement Program (CIP), the Renewal and Replacement (R&R) 

Program and the O&M Program applying to the Airports Authority’s Dulles Corridor 

Enterprise.] 

  

--May serve as liaison for auditors.  In doing so, reviews all schedules prior to submission to 

auditors; reviews and recommends approval of potential adjusting entries from the audit; 

responds to issues in auditor’s report; and follows through to ensure resolution of issues prior to 

next audit. 

 

--Serves as a backup for the Controller's functional and managerial duties in the absence of the 

Controller. 

 

--Communicates and interacts effectively with internal and external business contacts, including 

but not limited to other members of the unit/team, other Airports Authority employees (such as 

senior leadership, managers, supervisors, professionals, and support staff), external auditors, 

consultants, vendors and suppliers to provide detailed accounting guidance, technical assistance, 

and presentations of financial activity and information.  

 

--Uses a computer and modern office productivity software for email, project management, word 

processing, spreadsheets, graphics, and flow charting, and specialized accounting and financial 

software (such as an enterprise resource planning (ERP) system, Hyperion Planning, Ross 

System's Gembase, Crystal Reports and Oracle EBS financial applications) to perform core 

accounting functions, maintain records, and to collect, analysis, and report on accounting and 

financial information. 

 

--Uses a sedan or similar vehicle to travel to meetings, work sites, etc., landside and, if required, 

airside. 
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--*Performs other duties as assigned.* 

 

MANAGERIAL AND SUPERVISORY DUTIES  In the context of Department 

functions and operations, provides: 

 

Organizational Planning  Establishes goals. Develops program plans and milestones. Assigns 

priorities. Develops policies and procedures. Projects budget requirements and allocates 

available resources.  

 

Program Direction   Communicates organizational goals. Keeps employees and other managers 

informed. Develops and establishes review and control systems to assist in achieving goals and 

results. Reviews costs, manages fiscal resources and maintains control over assigned Airports 

Authority resources and assets.  

 

Human Resource Management  Selects, assigns and develops employees. Delegates and assigns 

work. Evaluates employee performance and administers human resource management programs 

established by the Airports Authority. Ensures the application of Equal Employment Opportunity 

(EEO) principles and adheres to EEO requirements.  

 

Program Evaluation Reviews program quality and progress toward achieving goals and program 

results on a periodic basis. Takes corrective actions to maintain work progress on schedule, 

improve employee performance or modify program goals or operations, as appropriate.  

 

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 all three of the MQs listed below at the 

time of vacancy announcement closure.  

 

1. (a)  A bachelor’s degree in any field providing a strong foundation for successful 

performance of the DUTIES in this job description, provided the degree includes (a) a 

minimum of 24 semester hours of accounting courses (to include courses in auditing, 

financial accounting, management accounting and taxation), and (b) a minimum of 24 

semester hours of business courses (where as many as 6 hours of accounting courses not 

included in the 24 hours of accounting courses specified in (a) above may be considered for 

the business course requirement).  Principles of accounting, or other introductory courses in 

accounting, may not be considered in determining whether a person has obtained the 48 

minimum number of semester hours required for an accounting concentration or the 

equivalent.  

 

OR 

 

(b) A combination of post high school education, experience and training totaling four years, 

which (i) includes the same 48 semester hours specified above or (ii) has permitted the 

person to meet all prerequisites needed to take the CPA exam. 

2. Six years of progressively responsible experience in accounting or auditing (with emphasis in 
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accounting) that includes substantive work in the range of DUTIES in this job description. (A 

master’s degree in any field providing a strong foundation for successful performance of the 

DUTIES in this job description may be substituted for two of these six years.) These six 

years of experience (or master’s degree plus four years of experience) must include all of the 

following: 

 

(a) Four years of progressively responsible experience (i) preparing and reviewing internal 

and external financial statements and reports such as the Comprehensive Annual 

Financial Report (CAFR) and (ii) interpreting and implementing Government Accounting 

Standards Board (GASB), Financial Accounting Standards Board (FASB) standards, IRS 

regulations, and Federal government contracting and reporting requirements;  

 

(b) Experience demonstrating ability to supervise professional-level accounting at the second 

level of supervision; AND 

 

(c) Experience using an ERP system and specialized accounting software (such as but not 

limited to Oracle and Hyperion) in the analysis and presentation of accounting and 

financial information.  

 

3. Current designation as a Certified Public Accountant (CPA).  

 

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.   

 

1. A Master’s Degree in Accounting, Financial Management, Business Administration, or a 

related field, providing a strong foundation for successful performance of the DUTIES in this 

job description.  

 

2. Experience as a supervisor of professional-level accounting at the first level of supervision. 

 

3. Experience successfully implementing operational excellence and continuous improvement 

initiatives.  

 

KNOWLEDGE, SKILLS, ABILITIES AND OTHER FACTORS (KSAOs) 

 

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 Airports Authority management functions, policies and procedures, including 

EEO principles and requirements, and knowledge of supervisory principles, altogether to 

manage the operations and programs of the unit/team and to perform the full range of 

supervisory functions. 
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2. Professional knowledge of generally accepted accounting theories, practices, methods and 

techniques; and of governmental and financial accounting practices as promulgated by the 

GASB and FASB, and consistent with GAAP and IRS regulations, altogether to ensure timely 

and accurate accounting operations and reports, to provide advice and assistance to the 

Controller and Airports Authority managers concerning accounting issues, to develop 

accounting operating policies and procedures, to address items that affect the financial 

statements and properly reflect the financial activities of the Airports Authority, and to perform 

related functions.   

 

3. Professional knowledge of the financial and accounting requirements of accounts payable, 

accounts receivable and general ledger functions and operations of the Airports Authority; of 

the financial management and program objectives of the Airports Authority; of the core 

objectives and key activities of the capital improvement and operating programs of the 

Airports Authority; and of other Airports Authority programs, organizational structure and 

operations, altogether to  provide technical leadership in accounting and advise and assist 

functional managers and staff in the Department.  This includes, but is not limited to, in-

depth knowledge of (a) how to account for grant funds and encumbrances, (b) how to prepare 

financial statements (balance sheets, income statements, statements of cash flow, etc.) based 

on GAAP guidelines, and (c) how information posted to the Airports Authority's system 

affects the Enterprise funds and projects and programs within.  

 

4. Knowledge of, and skill in, reviewing supporting documentation for invoices, purchase 

requisitions, purchase orders, and contracts to determine if information is adequate to support 

payments to contractors and vendors and meet internal (Airports Authority) and external  

(Federal, State, County, bond indenture, etc.) requirements. 

 

5. Skill in problem solving to select, organize and logically process relevant information 

(verbal, numerical or abstract) to solve a problem. This includes skill in recognizing subtle 

aspects of problems, identifying relevant information and making balanced recommendations 

and decisions that may significantly influence accounting by the Airports Authority. 

Examples include (a) skill in applying a variety of accounting techniques and mathematical 

formulae to specific accounting problems (in performing retirement and OPEB accounting 

and in reviewing work of others across accounting functions), (b) skill in assessing Airports 

Authority procedures for operation of the general ledger, accounts payable, accounts 

receivable, fixed assets, payroll and ERP project modules to ensure proper interfacing of 

automated organization-wide systems impacting the Airports Authority, (c) skill in 

interpreting the impact of (new and revised) FASB and GASB standards on systems and 

procedures in use, consistent with GAAP, and (d) skill in advising and assisting managers 

and key staff in their general ledger, accounts payable, accounts receivable, fixed assets, 

payroll and ERP work. 

 

6. Skill in written communication to understand written information (including facts, assertions 

and arguments), draw inferences, form hypotheses and develop logical arguments, and to 

express such information in writing so that others will understand and, at times, be convinced 

or persuaded. This includes skill in the review of the written work of others (such as 

subordinates and consultants) to resolve discrepancies in reports, in overseeing the 

development of manuals documenting established policies and procedures for the Accounting 

Department, and in preparing or reviewing memoranda.   
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7. Skill in oral communication to understand verbal information (including facts, assertions and 

arguments) and to express such information verbally so that others will understand and, at 

times, be convinced or persuaded. This includes skill in encouraging effective oral 

communication by others, such as subordinate professional accounting staff having technical 

problems, customers (who are not accountants having technical questions about invoices, 

disbursements, etc.) and personnel installing accounting software that impacts the 

Department in many ways, such as accountabilities and access authorizations. 

 

8. Skill in using a computer and modern office productivity software for communication, 

planning, scheduling, preparing and analyzing spreadsheets, word processing, presentations, 

etc., and in using specialized accounting and financial software (such as ERP systems, 

Hyperion Planning, Ross System's Gembase, Crystal Reports and Oracle EBS financial 

applications) to perform core accounting functions (such as accounts receivable and payable, 

the general ledger and grants accounting), maintain records, and to collect, analyze, and 

report on accounting and financial information. 

 

9. Interpersonal skills to interact effectively with business contacts in a business like, customer 

service-oriented manner. 

 

10. Ability to work under pressure, maintain poise and manage sensitive information and 

situations while making appropriate and time-sensitive situational assessments and decisions 

during peak periods typically linked to budget cycles, month-end and year-end reporting 

deadlines.  

 

11. Ability to successfully manage multiple concurrent projects and tasks. This includes 

attending to detail in planning and scheduling. 

 

RESPONSIBILITY Serves as the Assistant Controller for the Metropolitan Washington 

Airports Authority (Airports Authority), with responsibility for (1) helping the Controller 

manage the full range of accounting and payroll functions, (2) directly managing (as second level 

supervisor) the (a) Projects and Fixed Assets and (b) Financial Reporting functions, and (3) 

leading/advising/assisting on a wide range of accounting issues.  

 

Reports to the Controller. Most work flows to the incumbent as a result of ongoing operations 

and assignments. Other work results from changes in GASB and FASB standards, funding 

streams, Airports Authority initiatives (such as capital improvement projects and resulting 

grants, and ERP improvements) and other external or internal conditions, directed changes in 

policies or procedures, or other events, which require proactive or reactive responses to identify 

issues, solve problems, make recommendations, etc. The Supervisor provides broad objectives 

and policy guidance for recurring assignments and, in consultation with the incumbent, brief 

instructions and timeframes for special projects. Most work is accomplished independently while 

the incumbent keeps the Supervisor informed and typically elevates only highly complex or 

highly sensitive issues for assistance in resolution. The work significantly affects all accounting 

for the Airports Authority's Aviation Enterprise, Dulles Corridor Enterprise and 

retirement/OPEB funds in terms of legal and technical sufficiency and accuracy and adequacy of 

financial information used by Airports Authority decision-makers.  Work is expected to be 

legally sufficient, technically adequate and accurate, and timely; initiative is expected.  Work is 
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typically reviewed in terms of quantity, quality, timeliness, customer service, teamwork 

adherence to guidelines, and other factors, including specific performance management 

requirements.  Special projects are usually reviewed at milestones for effectiveness of project 

management and overall impact.   

 

Guidelines and references include GAAP, GASB/FASB pronouncements, GAAS, IRS 

regulations, the Airport Use Agreement and Premises Lease, the Airports Authority's Chart of 

Accounts, accounting reports, software manuals, Airports Authority capital improvement 

projects, etc. The incumbent uses judgment in recommending and then documenting accounting 

procedures to help ensure proper controls for the accuracy and integrity of accounting data, in 

advising or assisting others and in performing detailed accounting work. 

 

EFFORT The work is primarily sedentary.  Incumbent may sit for extended periods while 

performing desk work.  Regularly uses a computer and calculator to reconcile accounts, prepare 

financial reports and perform other functions. Exchanges information by telephone and email 

often. Typically exerts light physical effort in opening and closing file drawers, retrieving files 

and otherwise moving about to obtain or distribute work materials. Regularly reviews accounting 

reports containing small print.  In driving, safely operates vehicle using judgment based on 

weather, traffic and other factors. 

 

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

controlled office setting. Experiences pressure during peak periods typically linked to accounting 

cycles, month-end and year-end reporting deadlines, and the like. 

 

OTHER SIGNIFICANT JOB ASPECTS Certified Public Accountant (CPA) certification is 

required; it must be maintained. 

 


