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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 a Secretary in the Office of Finance, Metropolitan Washington Airports 

Authority (Airports Authority).  Provides principal administrative/secretarial support to the Debt 

Program Manager in the Office of Finance (Office); assists principal and staff in all key 

functional Office areas in the assigned departments to include:  formulating and executing annual 

and long-term budget activities, airline rate setting, financing and planning strategies, cash and 

debt management, investment activities, commercial banking relations, operation of the 

accounting system and the issuance of financial reports, and revenue and disbursement 

management.  May provide support to other Office managers to include Treasury, Accounts 

Receivable and others, as assigned.  Screens visitors and callers.  Analyzes the content of 

documents in establishing new subject matter or special project files.  Maintains calendars, and 

schedules and coordinates meetings.  Prepares financial booklets and procedures manuals.  

Performs related functions. 

 

The work situation requires an understanding of the assignments of the principal and staff 

members supported, as well as all functions of the Office of Finance, for ensuring an Airports 

Authority-wide system of internal controls and compliance with Generally Accepted Accounting 

Principles and Bond requirements; and managing investment activities, accounting functions, 

e.g., accounts receivable, accounts payable and financial reporting, and banking relationships.  

Performs all clerical support functions and provides assistance as requested or assigned within 

the Office of Finance.   The incumbent acquires appropriate training as duties change due to 

new/upgraded systems, software or applications.  

 

--Screens telephone calls and receives visitors to the office: independently answers routine 

questions, directs calls or visitors to appropriate sections within the Office or other offices, or 

takes and relays messages.   

 

--Maintains principal’s automated calendars. Schedules and coordinates meetings for principal 

and staff members with other Airports Authority Offices by working with the other Offices’ 

administrative assistants to set up monthly financial review meetings or quarterly investment 

committee meetings.  Compiles schedule information from staff members and prepares a 

consolidated monthly calendar for due dates of time sensitive reports and projects.  Reminds 

principal or staff members of appointments and commitments as necessary.  Makes travel 

arrangements as necessary.   

 

--Opens, sorts and distributes Office mail on a daily basis ensuring items of priority are directed 

to appropriate staff for follow-up and response.  Monitors correspondence for timely response 

and assists, as appropriate.  Sets up control or suspense logs to monitor timely response to 

correspondence or matters needing follow-up information or action; follows up with principal 

and staff as necessary to ensure timely submission of information for financial statements and 

reports including monthly financial reports.  Incumbent may assist by drafting response 

correspondence for Office of Finance personnel on a case-by-case basis. 
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--Maintains and files hard copy and electronic office documents such as the monthly financial 

reports binder, and electronic Finance files and documents in Livelink, as assigned.  Analyzes 

content of documents and establishes new subject matter or special project files.  May establish 

new filing systems or arrange for off-site storage.  May enlist the help of Livelink or IT 

technicians/administrators for assistance in electronic file maintenance and issues as they arise.   

Uploads and removes in a timely manner all date-sensitive electronic files.  May serve as the 

Office of Finance “Named Author” in Livelink and resource contact for Office of Finance 

personnel.    

 

--Types and edits documents using Microsoft Word.  Proofreads documents for correct use of 

grammar and syntax, spelling, punctuation and document format.  Prepares confirmation letters 

and correspondence for external audit. 

 

--Prepares office forms ensuring accuracy and conformance with established procedures 

concerning accounting codes, stock or serial numbers, prices, department codes and authorized 

signatures. 

 

--Maintains automated databases and spreadsheets to support organization's budget and inventory 

accountability and personnel data, and to generate reports and summaries for principal. 

   

--Monitors inventory levels of office supplies to adjust to changes in demand and maintain 

availability; places orders as necessary.  Makes and distributes copies of documents as directed.  

Sends and monitors receipt of facsimiles. 

 

--Prepares financial documents and reports and accounting procedures manuals as assigned. 

 

 Assists in the preparation of the monthly financial statements booklet to include 

compiling monthly financial information and reports from staff on accounting, grant 

reporting, and bond and investment activities, following up on late reports when 

necessary, updating the booklet with the month's financial activity and standard changes, 

adjusting the format/pages of the booklet when necessary, and making bound copies and 

appropriate distribution. 

 

 Assists in the preparation of the Comprehensive Annual Financial Report to include 

compiling financial information and reports from Airports Authority offices such as 

organization charts, and air carrier activity and financial activity reports, entering the text 

and preparing tables, charts and graphs to illustrate financial activity, developing the 

format and layout of the text in individual sections, and assembling the report for 

submission to the printer.   

 

 Assists in the preparation and maintenance of accounting procedures manuals such as 

accounting guidelines and chart of accounts to include changes/updates and new 

procedures, changes table of contents and format, and appropriate distribution. 

 

 Uses Microsoft Office Suite software to prepare reports and manuals.  Compiles 
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information, tables, charts and graphs into one file by merging spreadsheets, importing 

charts and tables into documents, and developing and revising formats. 

  

--May make bank deposits of miscellaneous checks.  Prepares deposits by copying, listing and 

calculating control totals.  Assists with daily cash reconciliation of certain accounts in Oracle.  

Uses Oracle to change funding sources on payments produced by Accounts Payable.   Mails 

checks and/or related remittance notices to vendors on an ongoing and timely basis, answering 

questions and providing related accounts payable or accounts receivable customer service.  

 

--Supports principal and staff in other units of the Office of Finance, as assigned, on a short-term, 

project-focused or continuing basis.  May provide clerical or functional support in the absence of 

other Office of Finance secretarial and administrative assistants, or share duties as appropriate.   

 

--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 

officials, executives, managers, supervisors, professionals, and support staff), and 

vendors/suppliers/tenants. 

 

--Uses a computer and (a) modern office suite software for various applications such as, but not 

limited to, planning/scheduling, communicating (email), word processing, data manipulation 

(databases and spreadsheets), charts/graphics and presentations, (b) enterprise software for 

requisition items, budgeting, time and attendance, and other functions, and (c) specialty software 

used in the Office and/or as part of the Airports Authority’s Oracle system.  

 

--*Performs other duties as assigned.* 

 

MINIMUM QUALIFICATIONS (MQs) 

 

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

time of vacancy announcement closure.  

 

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

equivalent combination of education, experience and training. 

 

2. Four years of progressively responsible experience in administrative, secretarial and clerical 

support work that includes substantive work in most of the DUTIES in this job description 

and demonstrates ability to perform satisfactorily the essential functions of this job. Such 

experience typically involves performance of a wide range of general office support 

functions, such as (a) screening callers and receiving visitors, (b) keeping abreast of 

information important to administrative support of the Supervisor and staff, and relaying 

information and instructions from Supervisor to staff and others, (c) compiling, assembling, 

proofreading and typing documents, (d) establishing and maintaining files (e-files and paper 

files) and administrative control systems, (e) setting up meetings and taking/issuing notes, (f) 

drafting correspondence of a non-technical, administrative nature, (g) maintaining 

Supervisor's calendar and scheduling appointments, (h) requisitioning or purchasing office 
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supplies, equipment, publications, etc., and maintaining office supply inventory levels, (i) 

coordinating computer, telephone and other office logistical support, (j) completing or 

reviewing office forms to ensure they are complete and accurate (such as having proper 

account codes on them), and (k) performing other types of administrative, secretarial and 

clerical duties common to modern offices in support of the work of professional staff. 

 

One year of these four years of experience must include establishing internal workflow 

controls for administrative work in an office of at least 5 persons. 

 

A fully equivalent combination of education, experience and training beyond what is needed 

to satisfy MQ 1 may be substituted for all four of these years of experience provided the 

education, experience and training provide evidence of the skills and abilities required by 

MQ 2.  One example is a bachelor’s degree in any field that demonstrates ability to 

successfully perform the DUTIES in this job description, such as those listed in items (a) 

through (k) above; it may be substituted for up to four years of the required four years of 

experience. 

 

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. Prior experience as the principal secretary, or administrative assistant, for a department 

manager (or higher level) principal. 

 

2. Certification as a Certified Administrative Professional by the International Association of 

Administrative Professionals (IAAP) or the equivalent. 

 

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

change through reasonable accommodation or otherwise. 

 

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, and skill in, (a) screening callers and receiving visitors, (b) keeping abreast of 

information important to administrative support of the Supervisor and staff, and relaying 

information and instructions from Supervisor to staff and others, (c) compiling, assembling, 

proofreading and typing documents, (d) establishing and maintaining files (e-files and paper 

files) and administrative control systems, (e) setting up meetings and taking/issuing notes, (f) 

drafting correspondence of a non-technical, administrative nature, (g) maintaining 
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Supervisor's calendar and scheduling appointments, (h) requisitioning office supplies, 

equipment, publications, etc., and maintaining office supply inventory levels, (i) coordinating 

computer, telephone and other office logistical support, (j) completing or reviewing office 

forms to ensure they are complete and accurate (such as having proper account codes on 

them), and (k) performing other types of administrative, secretarial and clerical duties 

common to modern offices in support of the work of professional and administrative staff.   

 

2. Knowledge of the functions, priorities, commitments, policies, program goals and key 

projects of the Office/Department supported to perform general office functions, to provide 

administrative support in substantive and procedural forms, to obtain/provide information, to 

refer callers/visitors and distribute mail to the right person, and to provide or coordinate other 

forms of administrative, secretarial and clerical support. 

 

3. Knowledge of accounting and financial terminology, the purposes of financial documents and 

statements, and accounting procedures to prepare financial booklets and assist with 

investment activities as assigned.  

 

4. Knowledge of such administrative-logistical areas as time and attendance reporting, human 

resource management, procurement/supply and information technology/telecommunications 

sufficient to provide or coordinate administrative and logistical support of these and other 

types.  This includes knowledge of Airports Authority specific requirements, standards and 

processes in these areas to provide effective office support.   

 

5. Skill in problem solving 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.  Examples include skill in setting up new databases or new electronic and paper 

filing systems, in identifying changes in demand for office supplies and maintaining effective 

supply levels, in reviewing office forms for completeness and accuracy, and in making 

decisions on which information should be assembled in support of the Supervisor and which 

calls and visitors should be directed to the Supervisor (or other staff) based on knowledge of 

Supervisor’s needs, preferences and priorities.   

 

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. This includes knowledge of and skill in syntax, style, grammar, punctuation and 

spelling to proofread and type documents, to edit them to improve clarity according to the 

supervisor's preferences, and to draft routine, non-technical correspondence. Examples 

include reading and drafting administrative information and proofreading documents to 

ensure conformance to correspondence requirements, to recognize and correct unclear 

information or incorrect data, and to otherwise help improve written products of the office.  

 

7. Skill in oral communication to understand verbal information (including instructions, 

descriptions, and ideas) and to express such information verbally so that others will 

understand.  Examples include exchanging routine and non-routine information about office 
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operations and equipment needs of staff members.   

 

8. Skill in using a computer and (a) modern office suite software (such as MS Office) to plan, 

schedule, communicate, word process, prepare and develop reports, and perform research 

(Internet use, as in searching for information);  (b) enterprise systems/software for 

requisitioning, budgeting, time and attendance, payroll, and other functions; and (c) 

standalone or legacy systems/software used in the Office.   

 

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

oriented manner. 

 

RESPONSIBILITY  Is responsible for performing varied administrative, secretarial and clerical 

work to support the Debt Program Department Manager, other Office managers/staff, facilitate 

and expedite office operations, and assist staff members.  The work eases the administrative 

burden of the Department Manager and his/her staff. 

 

Reports to the Debt Program Manager (Supervisor).  Most work comes to the incumbent through 

established workflow consistent with assigned functions.  Special assignments are typically given 

in terms of scope, background, objectives, deadlines, priorities and any special information about 

known or suspected problems that may complicate accomplishment of the assignment. 

Incumbent independently performs regular and recurring tasks in accordance with established 

procedures.  Typically, Supervisor or staff member assigns and provides special instructions on 

non-routine work.  Incumbent typically refers to the Supervisor for additional guidance or help 

on highly unusual office situations or especially complex problems. Supervisor or staff member 

spot checks work upon completion for quantity, quality, timeliness, teamwork, customer service 

and other factors such as performance management system goals and measures, and adherence to 

established procedures or special instructions.  Some work may not be susceptible to immediate 

review; consequently incumbent's work is expected to be adequate and accurate. 

 

Guidelines include, but are not limited to, Airports Authority directives and procedures regarding 

use of appropriate accounting codes in the Chart of Accounts, software manuals, the dictionary, 

thesaurus, and similar references (such as the Gregg Reference Manual).  Other guidelines can be 

such office-specific documents as function statements, organization charts, and 

assignment/project lists and such administrative/secretarial/clerical support guides as the Airports 

Use Agreement and Premises Lease, procurement/supply/human resource management/ 

budgeting-accounting and information technology-telecommunications requirements/procedures, 

style manuals, software manuals and secretarial guides.  Incumbent selects and applies the 

appropriate guide, strictly adhering to most, but adapting others, as permitted and required by the 

assignment, and using initiative to accomplish the more complex assignments. 

 

The incumbent uses judgment to select and apply the right guidelines or, for more complex work, 

adapt a guide or find a solution by consulting others (for example, the Administrative Assistant 

to the CFO may serve as a resource on appropriate use of the Airports Authority Correspondence 

Manual and the Gregg Reference Manual, or other administrative needs).  Utmost care and 

discretion are used in handling confidential or highly sensitive materials and matters, as assigned. 
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EFFORT  Work is primarily sedentary and requires light physical effort.  It requires moving 

about to obtain and coordinate work, and typically involves sitting for extended periods when 

using a computer, communicating by telephone or performing other desk work.  May stand or 

stay in one position for long periods when filing or copying; opens and closes file drawers; and 

moves or positions self to reach/use objects and office equipment.  Occasionally moves up to 15 

or 20 pounds when storing office supplies.   

 

WORKING CONDITIONS  Works in an adequately lighted, adequately ventilated and 

temperature controlled office setting.  

 

OTHER SIGNIFICANT JOB ASPECTS  None 


