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TOLEDO-LUCAS COUNTY PORT AUTHORITY 

 
POSITION DESCRIPTION 

____________________________________________________________________________ 
POSITION TITLE:     ACCOUNTANT 
 
FLSA CATEGORY:                      Exempt 
 
DIVISION:                    Administration 
 
IMMEDIATE SUPERVISOR (TITLE):  Vice President of Administration & CFO 
 
POSITION(S) DIRECTLY   
AND/OR INDIRECTLY SUPERVISED:         Accounting Clerk 
____________________________________________________________________________ 
POSITION OBJECTIVES:       
 
1. To lead the preparation of consolidated financial statements on a monthly basis. 
 
2. To maintain books of account, ensuring that all financial data is recorded in accordance 

with generally accepted accounting principles. 
 
3. To provide various routine and special reports needed by the Board of Directors, senior 

management team and outside agencies. 
 
4.   To facilitate preparation of the annual budget and interim reporting as needed to 

describe the Port Authority’s financial position. 
 
5. To coordinate annual audit engagement with external auditors. 
 
6. To assist in the organization’s cash flow and investment analysis. 
 
7. To assist in the planning and administration of the accounting and information system. 
 
8. To assist in the planning and administration of internal audits. 
 
9. Establish and maintain internal audit process. 
 
10. To respond to and direct Port Authority staff regarding payroll matters. 
____________________________________________________________________________ 
QUALIFICATIONS: 
 

1. Bachelor’s degree in Accounting; a Master of Business Administration Degree is a plus 
 

2. Certified Public Accountant licensed by the State of Ohio 
 

3. Five years of experience in public accounting and/or conducting audits of governmental 
entities 

 
4. Advanced experience with personal computers and accounting software; 
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5. Valid Ohio driver’s license; 
 
6. Satisfactory results on pre-employment and post-employment psychological and 

physical examinations (including urinalysis to determine unlawful use of drugs), and 
written and oral examinations, as administered by appropriate practitioners at the Port 
Authority’s direction;  

 
7. Satisfactory results on background investigation; 
 
8. Be insurable and maintain insurability for the operation of motor vehicles; 
 
9. Ability to perform all of the essential functions of the position outlined herein without 

creating a direct or indirect threat to the safety of oneself or others; 
___________________________________________________________________________ 
SUMMARY OF ESSENTIAL DUTIES AND RESPONSIBILITIES:  
 
1. Direct the procedures and systems necessary to maintain proper records and adequate 

accounting controls. 
 
2. Oversee and administer accounting services for all divisions, including accounts 

payable, accounts receivable, billing, travel advance, expense accounting and 
budgeting. 

 
3. Perform key payroll functions for both salaried and hourly employees. 
 
4. Manage multiple bank accounts and relationships for concentration of funds. 
 
5. In concert with Human Resources Dept., complete various personnel forms such as 

employment verifications, workers compensation, unemployment, and OPERS. 
 
6. Month-end closing responsibilities, including preparation of journal entries and 

preparation of monthly budget reports. 
 
6. Year-end closing responsibilities including preparation of audit schedules and yearly 

financial statements. 
 

7. Provide assistance and financial information to varying departments. 
 
8. Review and analyze general ledger account balances for accuracy and informational 

purposes. 
 
9. Cash tracking for payment and investment purposes. 
 
10. Track and record grants, including application submission, review and follow-up. 
. 
11. Track expenditures and obligations to keep within authorized limits. 
 
12. Track and assist in collecting past due accounts. 
 
13. Supervise staff in providing accounting services. 
 
14. Coordinate and provide formal reports to outside regulatory agencies. 
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15. Test and analyze records from tenants to determine proper fee income. 
____________________________________________________________________________ 
PHYSICAL DEMANDS AND WORK ENVIRONMENT: 
 
The physical demands and work environment characteristics described here are representative of that which must be 
met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable qualified individuals with a disability to perform the essential functions. 
 

Physical demands:  While performing the duties of the job, the employee must be able to: 
 
1. Effectively write, talk, see, and hear 
2. Operate telephone and computer systems 
3. Have full physical dexterity and agility 
4. Walk, stand, sit, push, pull, bend, stoop, squat, and stretch 
5. Drive a motor vehicle 
 
Work environment:  While performing the duties of this job, the employee is exposed to 
various office environments.  The noise level in the work environment is usually moderate.   
____________________________________________________________________________
CONTACTS WITH INDIVIDUALS OR ORGANIZATIONS OUTSIDE THE PORT:  
 

1. Vendors/Service Providers 
2. Financial Institutions/Banks 
3. Tenants of Port Facilities 
4. Lending Institutions/Employment Verifications 
5. Various Federal and State Taxing Entities 
6. Independent Auditors 
7. Board Members 

____________________________________________________________________________ 
 
 
 
______________________________________       ___________________________________ 
Approved by President/CEO      Date 

 
 


