
 

 
 

Job Title: STAFF ACCOUNTANT 

Department: FINANCE & ADMINISTRATION 

Reports To: MANAGER OF FINANCE & ADMINISTRATION 

FLSA Status: EXEMPT 

NAICS W/C: CLERICAL – NOT INSURED FOR RAMP 

EEOC:  PROFESSIONALS 

Prepared Date:  OCTOBER 2018 

 

About Us 

At Naples Airport Authority we want to build a team that understands that by working 
together, under these principles, we will all help ensure a safe and productive airport 
environment and make for an enjoyable experience for our customers, the public and our 
employees. 

Vision Statement 

Connecting people to the Paradise Coast through an exceptional airport experience. 

Mission Statement 

The City of Naples Airport Authority strives to operate, develop and maintain the Naples 
Airport with a commitment to enhancing the quality of life throughout the community. 

Values 

 
AGILE organization 
PASSIONATE in service to our community 
FOCUSED on excellence 
 
COLLABORATIVE decision making 
ACCOUNTABLE for our actions 
RESPECTFUL of one another, customers and citizens 
ETHICAL standard of conduct 
STEWARDSHIP of financial, social and environmental resources 
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Job Purpose 

The Staff Accountant provides financial information by researching and analyzing accounting 
data and preparing reconciliations. Review and recommend changes to existing procedures and 
develop new procedures as needed. Perform daily activities in compliance to GAAP.  Develop 
reporting tools for efficient and effective delivery of information to management. The person in 
this role serves as a key resource for the organization and provides daily financial oversight to 
ensure that the financial records are complete, accurate and comply with generally accepted 
accounting principles, policies and regulations to facilitate solid decision support. 

Supervision Received & Exercised 

Receives direction from the Manager of Finance and Administration or other higher level 
director.     

Essential Duties & Responsibilities 

 Completes month end tasks (journal entries, TFBO imports, reconciliations, etc.) and act as 
back up to prepare financial statements according to standard procedures rules.  

 Assist in month-end review, research anomalies in budget to actual variances and corrects 
monthly allocations as needed.  
 

 Prepares all project / grant reconciliations of actual to budget monthly. 
 

 Prepares monthly submission of both FDOT and FAA grants. 

 Daily Bank Reconciliations and entering sweeps. 
 

 Assists in the production of Comprehensive Annual Financial Report (CAFR) and budget 
documents on appropriate software. 
 

 Assists in the preparation and submission of the annual FAA Comprehensive Annual 
Tracking Summary (CATS) report. 
 

 Responsible for posting all AP invoices. Assuring AP guidelines and proper procedures are 
being followed.  
 

 Reviews project invoices for compliance with Federal and State grant guidelines prior to 
payment; works with vendors to correct if necessary.  
 

 Assists auditors annually to assist with reconciliations, providing data required for the audit. 
(The Generally Accepted Government Auditing Standards). 
 

 Supports and assists the Manager of Finance and Administration. 
 

 



STAFF ACCOUNTANT 10/18 
 
 

 

 
Disclaimer:  This job description is meant to reflect the general nature and level of work being performed.  It is not 
intended to be construed as an all-inclusive list of job requirements; other duties as assigned may be required. This job 
description does not restrict management’s right to revise or change job duties as the need arises. 

 
 
 

 

 Provides service to those contacted in the course of duty in an effective, efficient and 
professional manner. 

 Must be physically present to work as member of the team to serve customers, visitors and 
staff who may need unscheduled assistance.  

Other Duties 

 Assists staff in providing the required documents and financial schedules for auditors. 

 Assists with other accounting duties during peak workload periods.  

 Assists other departments as needed. 

 Performs other duties or special projects as assigned.  

Competencies 

 Analytical Skills - Ability to visualize, articulate, conceptualize or solve both complex and 
uncomplicated problems by making decisions that are sensible given the available 
information. 

 Care of Equipment & Company Property - Maintains a neat work area; cares for company 
equipment; utilizes preventative maintenance. Has working knowledge of the proper use of 
equipment. 

 Communication - Communicates well both verbally and in writing, delivers presentations, 
and has good listening skills. 

 Computer Skills - Skilled with computers, takes advantage of new technology, learns new 
tools quickly and uses technology to enhance job performance. 

 Customer Service Orientation - Effective in maintaining harmonious working relationships 
with co-workers, supervisors, customers and the public; interested, dedicated and enthusiastic 
toward work. 

 Dependability/Reliability - Can be counted upon to complete work on schedule. 

 Ethics - Honest, accountable and maintains confidentiality. 

 Independence - The degree of work accomplished with little or no supervision. 

 Interpersonal Skills - Builds strong relationships, is flexible/adaptable, works well with 
others and solicits feedback. 

 Job Knowledge Specific - Demonstrates knowledge of federal, state and local laws including 
FAA and FDOT rules and regulations. 
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 Mathematical Skills Advanced - Use advanced mathematical skills to calculate budgets.  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions 
and percentages.  Ability to apply concepts of basic algebra. 

 Organizational Skills - Information organized and accessible, maintains efficient work space 
and manages time well. 

 Problem Solving - Strives to understand contributing factors, works to resolve complex 
situations. 

 Procedure Observance - Follows conduct standards, other regulations; adheres to company 
procedures. 

 Productivity - Effectively yield results in spite of work load variations and demands; meets 
deadlines; consistent volume of work accomplished with efficiency. 

 Quality of Work - Observance of high standards and thoroughness in work procedure; 
accuracy and attention to detail. 

 Time Management - Achieving better results by organizing time effectively and utilizing 
self-management habits that lead to increased productivity. 

 Expert Knowledge of Accounting Principles - In addition to basic accounting principles 
has extensive knowledge of internal controls, audit procedures and GAAP. 

Minimum & Preferred Qualifications 

Must have expert working knowledge of accounting principles. Must have full working 
knowledge of computers; accounting and office software. Advanced proficiency in Microsoft 
Excel required. 

Education/Professional Certifications 

 Bachelor’s degree (B.A.) from an accredited four year college or university and three 
years related experience and/or training; or equivalent combination of education and 
experience.  

 MBA a plus. Experience with Microsoft Dynamics Navigator highly desirable. 

Machines Tools & Equipment 

 Able to operate: computers, adding machines and various other office equipment. 
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Driver’s License Requirements 

 Must maintain a valid State of Florida driver’s license or possess a valid out-of-state 
driver’s license and obtain the State of Florida driver’s license within 30 days of 
employment. 

 A driving record that meets the Authority’s driving standards (not suspended or revoked). 

Language Skills 

Ability to read, analyze and interpret common scientific and technical journals, financial 
reports and legal documents. Ability to respond to common inquiries or complaints from 
customers, regulatory agencies or members of the business community. Ability to effectively 
present information to top management, public groups and/or Boards of Directors. 

Working Conditions 

While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles. Employee is frequently exposed to vibration.  The noise level in the work 
environment is usually moderate. 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.   

Physical Requirements 
While performing the duties of this job, the employee is required stay in stationary position 80-
90% of the time. The employee is frequently required to communicate with vendors and internal 
and external customers, and must be able to exchange accurate information in these situations.  
The employee is occasionally required to move about inside the office to access file cabinets, 
office machinery, etc. Constantly operates a computer and other office productivity machinery, 
such as a calculator, copy machine, and computer printer.  The employee must occasionally lift 
and/or move up to 10 pounds. Specific vision abilities required by this job include close vision to 
be able to read invoices, statements, proposals, contracts, etc. 
 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions of the position. 
 
 
 
 
 
Supervisor 
Signature & Date: 

 

 
Employee 
Signature & Date: 
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 Critical Development Experiences 

Staff Accountant to Senior Accountant 

This is intended only as a summary illustration of a possible career ladder in the Finance & 
Administration department.  This is not intended as a promise of promotion or change in 
position. 

Qualifications: 

 Minimum 5 years of government business management accounting experience. 

 B.S. Degree in Accounting. 

 MBA and/or CPA preferred. 

 Knowledge of accounting principles and ability to analyze financial statements. 

 Working knowledge with general ledgers, chart of accounts and financial statements.

 Excellent computer skills, to include knowledge of accounting software programs. 

 

Responsibilities: 

 Preparation of monthly and annual financial statements.  

 Generate and interpret financial records and statements for management. 

 Account reconciliations and accruals for accounts. 

 Develop and maintain accounting policies, procedures and controls in accordance 
with sound accounting principles, applicable regulations and laws as well as best 
practices. 

 Organizational and program budget preparation and monitoring. 

 
 
 
 
 


