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JOB DESCRIPTION 
 

TITLE 
   Operations Administrator 

NUMBER 
    50023351 

JOB FAMILY 
   Finance/Accounting 

GRADE 
    8 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
   Non-Exempt 

JOB SUMMARY 
Provides technical lead assistance to team tasked with transmission and distribution facilities construction invoice 
review and payment processing.  Promotes ideas for system enhancements and process improvements that 
increase process efficiency and productivity.  Establishes and facilitates training programs that promote technical, 
communication and interpersonal skill development of staff. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Delegates and balances workload to staff resources and sets goals and timelines to accomplish the work.  
 Organizes, and facilitates training, mentoring and cross-training.  
 Collaborates and interfaces with service providers to increase understanding of job closeout requirements and 

accuracy of job packets submitted. 
 Performs forecasting, analysis and reporting. 
 Provides system and process improvement and automation. 
 Provides complex ad-hoc reporting and data analysis. 
 Ensures compliance with procedures for FERC (Federal Energy Regulatory Commission) and WUTC 

(Washington Utilities and Transportation Commission). 
 Performs utility accounting functions including accruals and journal entries. 
 Supports rate case and regulatory efforts. 
 Interfaces with service providers. 
 Conducts SOX compliance audits and takes action as necessary to ensure process controls function as 

designed. 
 Assists in the development of team members to be collaborative and supportive with each other, service 

providers’ employees and other internal and external stakeholders. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 BA/BS in Accounting, Finance, Business or equivalent experience. 
 3 years experience in the utility industry. 
 Ability to perform accounting functions and data analysis. 
 Professional business leadership experience. 
 Excellent communications skills, verbal and written – ability to professionally and effectively motivate. 

employees and interface with internal and external stakeholders. 
 Balance and prioritize multiple responsibilities to meet plans and goals. 
 Budgeting, forecasting and project management experience. 
 Knowledge of FERC accounting. 
 Microsoft Office software proficiency (Excel, Word, Power Point, Access, Visio). 
 Excellent attention to detail, problem solving and analytical skills. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 5 years experience in the utility industry. 
 Proficiency with SAP, BW, Cognos, CLX. 
 

 


