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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  This is a non-career, temporary job at the Metropolitan Washington Airports Authority 
(Airports Authority).  Serves as an Audit Assistant in the Office of Audit (Office) providing audit 
support and document preparation for the Vice President for Audit and the audit services managers 
including gathering, compiling, summarizing, and reporting information from activities under 
examination by auditors and reviewing reports, invoices and other transaction data to identify items 
needing further investigation. Provides administrative and clerical services to the Office and 
performs related functions. 

--Prepares reports from financial records and audit reports.  Obtains, organizes, and analyzes 
audit evidence from contractors, concessionaires, and Airports Authority business units.  
Computes totals and averages, and otherwise summarizes information, as required, from 
information technology resources, including software programs such as Oracle, Hyperion, PROPworks, 
Excel, Ceridian and others.  Prepares graphs, charts and descriptive narrative to inform the audit 
team and others of the results of data gathering and analysis. Compiles the information into 
automated spreadsheets and reports for the Vice President and audit services managers. 

--Develops graphs, charts and tables for the annual risk assessment and the audit plan and 
reviews and edits audit reports for appropriate format, grammar, punctuation, capitalization, 
spelling, parallel structure, consistent style and tone as well as a consistently high standard of 
legibility and attractive presentation. Also cross-references workpaper details with audit reports 
and exhibits. 

--Assists in maintaining the audit workpaper filing system and maintenance of Office’s 
automated databases and spreadsheets in support of the Office’s audit activities, budget and 
inventory accountability, personnel and contractor information, etc.  Generates reports and 
summaries for the Vice President for Audit and subordinate staff. Ensures that information and 
documents are available for accreditation reviews and for staff use. 

--Responds to requests for information concerning Office functions. Personally prepares responses 
from prepared source material.  In absence of the supervisor and in cases that would normally receive 
his/her personal attention, assumes responsibility for ensuring that requests for information or action 
are made known to other staff member(s) who can satisfy the request.  Follows up on required 
actions and keeps supervisor or staff informed of their status. 

 

--Assists with scheduling appointments for the Vice President for Audit and for external and 

contract auditors, with Airports Authority vice presidents, managers, concessionaires and 

contractors.  Provides background information and other relevant reports to meeting attendees, as 

requested. 

--Drafts routine correspondence and office forms (e.g., purchase requisitions, travel, training and 
memberships) for appropriate signature.  Reviews and proofreads correspondence prepared for the 
Vice President and audit services managers' signature for appropriate style and format, misuse of 
words, typographical errors and obvious omissions. 
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--Sets up control or suspense logs to monitor timely submission of reports or responses to 

correspondence needing follow-up information or actions, as directed. 

--Coordinates arrangements for training and travel, as requested. 

--May purchase office supplies using P-Card; monitors Office inventory levels to maintain 
availability and purchases items as necessary. Monitors and reconciles use of the P-Card 
account. 
 

--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 

executives, managers, supervisors, professionals, and support staff), and tenants, and the general 

public. 

 

--Uses a computer for various applications (Microsoft Office for email and communications, 

word processing, data entry, compiling information for reports, spreadsheets, graphics, planning, 

scheduling, presentations, etc.), as well as specialized software/systems used in the Office. 

 

--*Performs related 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. 

 

RESPONSIBILITY Performs moderately complex audit support, document preparation, and  

clerical functions within established guidelines under normal supervision of the Vice President 

for Audit or an auditing professional; obtains assistance on complex or unusual matters.  Work is 

typically reviewed in terms of quantity, quality, timeliness, customer service, teamwork, 

adherence to guidelines, and other factors. 

 

MINIMUM QUALIFICATIONS (MQs) 

 

To be rated qualified for this job, an applicant must meet both of the MQs listed below.  

 

1. A high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience and training. 

 

2. Five years of progressively responsible experience (post high school) in administrative, 

secretarial, clerical, and support and document preparation work that includes substantive 

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

 

a. Knowledge of, and skill in using, established and specialized methods, processes, 

procedures and practices to perform general office support functions for an Audit office, 

such as (a) working with either statistical data, financial records, legal documents, 

information technology support or other activities requiring superior attention to detail 

and accuracy when completing reports, (b) gathering, assembling, compiling and 

consolidating data and other information from financial or legal records for analysis by 
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various professionals, and (c) reviewing transactional data to identify discrepancies, and 

helping in other ways to identify and isolate matters, for attention by 

accountants/auditors and other professionals, (d) inserting varying sets of standard text 

in accordance with brief instructions, using standard financial report formats, (e) 

checking materials for spelling, typographical errors, conformance to formats and 

procedural requirements, (f) typing from hard copy, rough drafts, source documents, and/or 

instructions (including statistical tables and complex charts), (g) assembling background 

information needed by staff, and (h) filing (including file set-up and disposal). 

 

b. Demonstrated 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. Skill in using a computer and modern office suite software to perform audit support and to 

perform general office functions, such as communication (email), word processing, 

scheduling, spreadsheets and presentations, and in using specialized auditing software to 

perform paraprofessional functions.  This requirement includes demonstrated ability to 

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

modules and Office databases pertinent to assigned functions.  

 

d. 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; and in providing 

effective customer service.  

 

Education and training beyond what is needed to satisfy MQ 1 above may be substituted for 

two of these five years of experience (MQ 2) on a week-to-week basis. 

 

 

 


