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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. 

 

JOB SUMMARY  Serves as a Management Intern in the Office of Finance (Office) at the 

Metropolitan Washington Airports Authority (Airports Authority).  Serves as a first level 

Management Intern which is intended to lead to a second level upon successful performance 

after twelve months. Is assigned to work in one of two areas within the Office: Financial Systems 

& Project Management Department or Rates and Charges Division of the Budget Department.  

Work typically involves learning while performing a range of basic professional accounting 

duties and involves expanding one’s knowledge and capabilities and acquiring and improving 

skills.  As experience is gained and ability to handle more complex assignments is demonstrated, 

more complex and independent work is authorized.  Performs related functions. 

 

DUTIES Performs basic professional accounting duties providing quality analysis and functional 

support to areas within the Office while under the direct supervision of a higher graded staff 

member or manager while learning about the Airports Authority and the Office and its functions.  

Examples of duties include but are not limited to: 

 

--Develops, designs, creates and documents financial reports for end users; manages requests 

from end users to produce high quality reports; helps users define reports, prepares prototypes, 

and writes reports to meet the requirements of business units and service functions; oversees the 

testing of reports by end users before promoting the reports into the production environment; 

initiates, reviews, and implements improvements and best practices for report writing processes. 

 

---Optimizes the use of available functionality within existing financial systems and explores 

new technology to ensure the viability of timely and strategic financial management and 

reporting.  Provides ongoing user support for financial applications; assists users in 

understanding how to maximize benefits from system use.  

 

--Develops and presents recommendations to adjust functional procedures that solve problems 

within the system, support data integrity, or that support efficiency and take advantage of 

automated system capabilities. 

 

--Participates in business intelligence initiatives such as applying a variety of analytical methods 

and mathematical formulae to identify trends, develop or review mathematical models and 

related projects, and provide input for internal and external financial reporting requirements. 

Participates in additional projects and financial analysis as requested by management. 

 

--Facilitates compatibility and operability as may be applicable to the ERP system environment 

with other Airports Authority systems. Analyzes and assists with the implementation of the ERP 

system’s financial applications using the applications to build scenarios and develop models to 

facilitate comprehensive financial planning. Applies best practices and works with internal 

customers to research, document, and capture requirements including stakeholders at various 

levels in the organization in work.  Coordinates and tracks user acceptance testing (UAT) 

activities;  documents UAT acceptance criteria, drafts testing plans, manages and tracks UAT 

defects, and coordinates remediation efforts.  
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--Interprets and implements Airports Authority policies and procedures relating to financial 

applications. 

 

--Assists with the audit for the Office of Finance. 

 

--Assists with surveys prepared by the Office and Airport Authority consultants regarding rates 

and charges and rate methodology. 

 

--Participates in the identification, planning, and testing of software upgrades; assists in the 

design, implementation, and maintenance of interfaces between financial and operating systems 

to automate workflows; follows up on ERP system problems to facilitate scheduling hardware 

and infrastructure support and other resources required to support the ERP system’s financial 

applications. 

 

--Assists with the preparation, implementation and financial analyses of airline rates and charges.  

Participates in the production of rates and charges (landing fees, rental of terminal space, 

passenger fees, aircraft parking charges, Washington Dulles International Airport (IAD) jet 

apron fees, equipment charges, passenger conveyance charges, etc.) in accordance with the 

Airport’s Use and Premises Lease (Use Agreement) by using the existing model. Applies the 

methodology developed for determining separate rates and charges for tenants in air cargo 

buildings, hangars, air mail facilities, fixed base operators, commercial buildings, etc., according 

to the requirements of individual contracts.  

 

--Assists with a range of review and analysis functions in the formulation, justification, 

execution and review of assigned portions of the Authority's annual Operation and Maintenance 

(O&M) budget and multi-year plan. Uses the cost allocation plan model to help allocate indirect 

costs. 

 

--As assigned, develops complex mathematical equations or formulas for determining rates and 

charges for individual contracts with tenants of outlying buildings. Performs additional financial 

modeling for future projects that impact rates and charges and their impact on the Airports 

Authority. 

 

--Develops and assists in the preparation of  information/presentations related to rates and 

charges as required per the Use Agreement for Vice President and Chief Financial Officer (CFO) 

or Deputy Chief Financial Officer (DCFO).  Monitors cost reports, airline activity and 

construction that impact rates and charges. Explains variables in rates and charges for Airports 

Authority staff and air carriers. As assigned, may interpret the terms and conditions of the Use 

Agreement and amendments for Airports Authority staff, air carriers, and consultants. As 

assigned, acts as record keeper for all Airports Authority airline rates and charges. 

 

--Assists in the preparation of the construction debt assumptions used by financial advisors 

to determine the amount of bonds required to be issued. Implements and monitors the 

financial cash flow model calculations and methodology. Updates financial models with 

actual figures from the accounting reports and tracks future projections accurately.  
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--In support of the Supervisor, helps develop Year-End Settlement, per the Use Agreement, for 

external auditors. Determines the variances between the rentals, fees, and charges paid by the 

Signatory Airlines during the preceding fiscal year and the rentals, fees, and charges that would 

have been paid by the Signatory Airlines using said recalculated rates (the Airports Authority 

shall credit an airline with the amount of any overpayment/ underpayment), per the Use 

Agreement. Analyzes and monitors Year-End Settlement to minimize impact (over/under 

payment) on the Airports Authority and the airlines. Reconciles the rates and charges model with 

the year-end close of the general ledger. May work with the Controller to ensure the accuracy of 

reports and applicable reconciling items.  

 

--*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 all of the MQs listed below at the time 

of vacancy announcement closure. 

 

1. A Bachelor's Degree in Accounting, Business Administration, or any field providing a strong 

foundation for successful performance of the DUTIES in this job description, provided the 

Degree includes a minimum of 12 semester hours in Accounting or closely related courses 

(such as Principles of Accounting, Intermediate Accounting, Cost Accounting, Finance, 

Audit, Accounting Information Systems, Government Accounting or Fund Accounting) or, 

an equivalent combination of education, experience and training totaling four years, which 

include the same 12 semester hours specified above. 

 

2. Two years (24 months) of progressively responsible work experience with emphasis in 

accounting that includes substantive work in the range of DUTIES in this job description. 

 

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

DUTIES in this job description may be substituted for both of these two years (24 months). 

 

PREFERRED QUALIFICATIONS 

 

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

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

 

1. Advanced skill in using Excel. 

 

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER FACTORS (KSAOs) 

 
1. Developmental level professional knowledge of Generally Accepted Accounting Principles (GAAP) 

and professional accounting practices, methods, and techniques to understand transactional and 

reporting needs within the Office and help ensure they are supported by financial systems software.  
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2. Knowledge of general business processes, practices, and controls and those of the Airports Authority; 

knowledge of airport functions; knowledge of Office programs and associated responsibilities of 

subordinate offices; knowledge of key programs of other Airports Authority and non-Airports 

Authority offices as they relate to the Office;  knowledge of business financial reporting and reporting 

requirements, internal controls, performance measurement, and general business operations, 

altogether to assist in increasing the effectiveness of the Office. 

 
3. Skill in problem solving to select, organize, and logically process relevant information (verbal, 

numerical, or abstract) to solve a problem. This includes the ability to recognize subtle aspects of 

problems, identify relevant information, and make balanced recommendations and decisions.  

Example include  identifying and analyzing accounting discrepancies to determine the cause(s) and 

make necessary reconciliation(s) and developing, designing, and creating financial reports for end 

users. 

 
4. Skill in using a computer and (a) modern office suite software (such as MS Office) to communicate 

(email), plan, schedule, word process, prepare presentations and graphics, manipulate data 

(spreadsheets and databases), develop reports, and perform research (using the Internet);  (b) 

enterprise systems/software including Hyperion Planning for budgeting, time and attendance 

reporting, and other functions; and (c) special systems/software used in the Office. 

 
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 exchanging of information 

with customers to verify payment amounts and then properly code remittances and responding to co-

workers and  other internal and external business contacts regarding bank statements. 

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

descriptions, and ideas) and to express such information in writing so that others will understand, and 

concerning some issues, be convinced or persuaded.  Examples include reviewing financial 

statements and reports and preparing and evaluation program documents and financial information. 

 
7. Interpersonal skills to interact effectively with business contacts in a businesslike, customer service-

oriented manner. 

 
8. 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. 

 

RESPONSIBILITY  In this developmental position is responsible for performing assigned 

functions within the Office of Finance while building knowledge and skills to perform higher 

level accounting and budgetary work.  Work assists the mangers and staff within the Office in 

completing their work. 

 

Reports to higher-grade staff member or manager (Supervisor) within the Office who makes 

assignments in terms of defined functions or objectives.  Incumbent obtains assistance/guidance on 

new or unusual matters.  The incumbent plans, designs, and carries out basic work independently 

according to instructions and established guidelines; incumbent and Supervisor develop a mutually 

acceptable project plan which typically identifies  the work to be done, the project's scope, and 

deadlines for its completion.   The incumbent keeps Supervisor informed of progress and problems 
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through conversations, memos, reports, and, if necessary, formal presentations.  In all work, the 

incumbent balances a number of accounting considerations and standards/requirements and the 

Airports Authority policy objectives and technical requirements.  Work is typically reviewed in 

terms of quantity, quality, timeliness, customer service, teamwork, adherence to guidelines, and 

other factors, including specific performance management requirements. 

Guidelines include GAAP, GASH issuances, FASB advisories, standard accounting methods and 

practices, the Airports Authority's accounting policies and procedures and accounting 

publications/references. Incumbent uses judgment and initiative to carry out assigned basic 

accounting projects. New and unusual or issues are typically brought to the Supervisor or another  

higher-grade accountant for guidance or confirmation of the approach selected by the incumbent.  

When multiple guidelines are present or conflict, or specific guidelines are not present or clear, 

the incumbent consults the Supervisor. 

 

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 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. 


