
 

 

JOB DESCRIPTION 

 

JOB TITLE: Accountant  CLASSIFICATION: FLSA Exempt 

  

DEPARTMENT:  Finance          REPORTS TO:   Director of Finance 

________________________________________________________________________ 
 

POSITION SUMMARY: 
 

Position responsible for performing specialized accounting work in the preparation and/or verification of 

accounts, records and reports.  Responsible for the daily ledger and journal entries based on daily cash 

receipts and expenditures  
 

MAJOR RESPONSIBILITIES AND DUTIES: 
 

 Organize, maintain, and reconcile journals, ledgers and various financial records, both manually and 

through automated methods. 

 Perform specialized accounting work. 

 Prepare and maintain lists, registers, logs, ledgers, files, invoices, requisitions, purchase orders, and 

other records manually and/or through automated methods. 

 Balance accounts and assists in preparing reports and statements. 

 Process and verify accuracy for records, bills vouchers, and reports. 

 Take periodic trial balances and reports on the condition of accounts. 

 Collect fees and issue permits. 

 Prepare information for financial statements, reports and tabulations. 

 Review accounting problems and recommend revisions of forms, account classifications and 

statements. 

 Monitor expenditures against budget. 

 Assist in maintaining the departments inventory. 

 Assist in collecting, recording and depositing funds received by the Authority. 

 Justify bills and provide information as requested or required. 

 Issue purchase requisitions; Ensure that proper accounting procedures are followed and verify 

accounts to be charged. 

 Type reports, forms, correspondence and cards. 

 Prepare special reports in connection with fiscal records as assigned or required. 

 Daily reconciliation of bank accounts. 

 Perform activities, functions and other related tasks and duties as assigned or required. 

 Prepare the Financial Statements, Notes to Financial Statements and Required Supplementary 

Information needed for audit.  

 Oversee the daily accounting activities required to maintain the Authority’s general ledger.  Monthly 

review of general ledger to ensure accuracy of posting. 

 Cash management (including reconciliations, fund transfers, check issuance etc.). 

 Maintain organized set of detailed records and files to document financial transactions. 

 Prepare work papers for the audit. 
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 Resolve complex accounting issues or assists other Authority personnel in resolving financial issues. 

 Monthly preparation of financial reports of board meetings. 

 Coordinates monthly, quarterly, and annual closing activities. 

 Produce quarterly and annual financial statements and ad hoc financial reports. 

 Review, revise and implement improvements to current accounting processes and procedures. 

 Perform other duties as assigned or required. 
 

REQUIRED KNOWLEDGE, SKILLS, ABILITIES: 
 

 Strong understanding of Generally Accepted Accounting Principles (GAAP), Governmental 

Accounting Standards (GASB) and Financial Accounting Standards (GASB). 

 Ability to interpret and implement GASB and FASB Statements. 

 Experience with governmental/non-profit accounting principles and procedures. 

 Must be highly motivated and a self-starter. 

 Ability to develop and establish financial policies and procedures. 

 Ability to work independently, with little supervision. 

 Knowledge of operating and capital budget concepts. 

 Ability to analyze financial data and to prepare accurate reports in a timely fashion. 

 Experience with MS Office and accounting software. 

 Strong organizational skills and the ability to maintain detailed records. 

 Ability to communicate effectively both written and verbally.  

 Ability to work effectively under stressful conditions. 

 Ability to exercise initiative and sound judgment and to react with discretion under varying 

conditions. 

 Ability to establish and maintain effective and appropriate relationships with the public, City of 

Pittsburgh departments, other Authorities, agencies, and employees. 

 Ability to be bonded. 

 

EDUCATION AND WORK EXPERIENCE REQUIREMENTS: 
 

A minimum of a bachelor’s degree with an emphasis in accounting.  At least three years of experience in 

the area of financial statement preparation, budgeting, purchasing, accounts payable, and accounts 

receivable, or the equivalent.  Strong computer skills with Microsoft products and experience with 

automated financial management systems. 
  

 

BACKGROUND CHECK: 
 

The applicant must successfully complete and pass a background check. 
 

OTHER: 
 

Must be a City of Pittsburgh resident at time of hiring, or become a resident within six months of hire, 

and remain so during employment with the Pittsburgh Parking Authority.  Must provide proof of City of 

Pittsburgh residency. 
 

EQUAL OPPORTUNITY EMPLOYER: 
 

The Pittsburgh Parking Authority in conformity with applicable laws is an Equal Opportunity Employer 

and does not discriminate on the basis of race, color, sex, sexual orientation, age, religion, national origin, 

or disability. 

 


