
 

 

 

 

Job Description 
The Staff Accountant will work closely with Senior Accountants in the areas of payroll, time sheets, accounts payable, 
sub-contractor invoices, general ledger reconciliations and analysis, and audits. The incumbent may have prior 
experience as an Accountant and/or have related administrative and technical skills.  Reasonable independence is 
expected in carrying out daily tasks and responsibilities. The Staff Accountant will report to the Assistant Comptroller 
who will assign projects, define priorities, give preliminary instructions, and review work while in progress or upon 
completion for quality and adherence to established procedures. This position offers opportunities for growth, 
training, and development. 
 
Responsibilities 
 Maintain electronic time sheet system (Deltek Time & Expense), making all necessary updates for 

employees, charge trees and project changes.  
 Process payroll on a bi-weekly basis, verify for accuracy, and submit payroll to ADP for processing. 
 Prepare journal entries, bank reconciliations, and general ledger reconciliations. 
 Review and process sub-contractor invoices in Costpoint.  Maintain cost control sheet for expenditures 

tracking.  Prepare and file project manager invoice sign-offs.  
 Maintain petty cash.  Distribute petty cash to employees and replenish funds when needed. 
 Provide back-up support for Costpoint Accounts Payable including Friday check runs. 
 Assist in other accounting activities and the Agency’s annual single audit, as required. 
 

Qualifications 
 Some knowledge of the accounting principles and practices. 
 Effective communication, team-oriented, and reliable. 
 Self-motivated and willingness to learn. 
 Ability to maintain confidential information. 
 Proficient in Microsoft Excel and Word and Adobe Acrobat Plus. 
 Deltek Costpoint/IBM Cognos experience a plus. 
 
Minimum Experience & Training 
 A Bachelor’s Degree in Accounting or Finance. 
 1-3 years of related Accounting or Finance experience preferred. 

 

 

 

 

 

 

 

The Delaware Valley Regional Planning Commission (DVRPC) is the Philadelphia region’s Metropolitan Planning Organization. We believe DVRPC is a 
place to work, learn, and create a career in a professional and stimulating environment that values diversity, innovation, and bringing your best self 
to work. To learn more about our work culture and benefits, visit our website: www.dvrpc.org/HumanResources/ 

DVRPC IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER. FULL CONSIDERATION WILL BE GIVEN TO ALL ELIGIBLE, QUALIFIED APPLICANTS WITHOUT REGARD TO 
AGE, ANCESTRY, COLOR, DISABILITY, DOMESTIC OR SEXUAL VIOLENCE VICTIM STATUS, ETHNICITY, FAMILIAL STATUS, GENDER IDENTITY OR EXPRESSION, GENETIC 
INFORMATION, MARITAL STATUS, MEDICAL CONDITION (INCLUDING PREGNANCY), NATIONAL ORIGIN, RACE, RELIGION, SEX, OR SEXUAL ORIENTATION. MINORITY, 
DISABLED, AND VETERANS CANDIDATES ARE ENCOURAGED TO APPLY. NOTE: MUST HAVE PERMANENT RESIDENCY STATUS AND WORKING PAPERS. 

TO APPLY, SEND RESUME / CV WITH COVER LETTER TO HUMAN RESOURCES VIA: 
EMAIL: RESUMES@DVRPC.ORG; OR 
FAX: 215-592-9125; OR 
MAIL: 190 N. INDEPENDENCE MALL WEST / 8TH FLOOR / PHILADELPHIA, PA 19106-1520 

Staff Accountant 
 ANDMINISTRATIVE ANALYST I     JOB RECRUITMENT #16-09 

Mid $40,000s (position level & salary commensurate with education & experience) 
Finance and Administration Division 
When position is filled 
All sources 


