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JOB DESCRIPTION 
 

TITLE 
   Supervisor Non-Tariff Receivable 

NUMBER 
    50020330 

JOB FAMILY 
   Finance/Accounting 

GRADE 
    10 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Directs and oversees day-to-day operations of the non-tariff receivable department.  Oversees daily and monthly 
accounting processes to ensure accuracy and completeness of financial records. Ensures customer refunds related 
to construction activities meet the required tariff filed with the Washington Transportation and Utilities Commission.  
Ensures SOX procedures and controls are being complied with and working according to documentation. Provides 
guidance, leadership and performance appraisals to staff.  Ensures customer satisfaction and continual 
improvement of processes. 
 
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 
 Employee Safety, Development & Team Building - Providing employees with coaching, feedback, and 

developmental opportunities and building effective teams: 
 Demonstrates a passion for safety. Promotes and supports a culture of total safety including eliminating 

at-risk behaviors by conducting safety audits and inspections, eliminating hazards and near misses, and 
attending safety meetings. 

 Sets clear expectations and holds employees accountable for performance as well as safety 
goals/targets where applicable. 

 Oversees training and development of employees directly and indirectly managed and makes effective 
staffing decisions. Ensures required training is successfully completed. 

 Challenges and inspires employees to achieve business results.  
 Accountable to ensure employees adhere to legal and operational compliance requirements, as well as 

safety standards.  
 Conducts and ensures the completion of performance reviews. 
 Provides coaching, direction and leadership support to team members in order to achieve employee, 

business, customer and safety results. 
 Reviews moderately complex accounting and analysis functions: 

 Reviews monthly reconciliations prepared by non-tariff analysts. 
 Reviews and/or approves routine and complex electric and/or gas customer billings. 
 Ensures accuracy of routine and complex refund requests for electric and/or gas line extensions. 
 Ensures compliance with business rules, tariffs, and line extension policies. 
 Evaluates and implements changes related to regulatory compliance. 
 Reviews parked journal entries. 

 Oversees effectiveness of the CLX and general ledger closing process for non-tariff related items, including 
system and journal entry maintenance and verification of automated processes. 

 Reviews internal and/or  regulatory financial reports. 
 Oversees special projects/research within the department.  
 Monitors internal controls and actively update and test SOX 404 procedures. 
 May support audits and compliance activities associated with regulatory, GAAP, and SEC requirements. 
 Manages requests received from management and other departments and represents the department at 

company meetings. 
 Performs other duties as assigned. 
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MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 BA/BS in Business, Finance, or Accounting and 5 years of relevant experience or an equivalent combination of 

education and/or experience. 
 Demonstrated technical accounting and analysis experience. 
 Strong leadership, mentorship, and coaching skills. 
 Strong verbal and written skills. 
 Strong PC skills (including Excel, Word, Access). 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Experience with SAP and/or CLX. 
 Certified Public Accountant or candidate. 
 Certified Management Accountant or candidate. 
 Advanced degree. 

 


