
   
  JOB POSTING

 

Mason Transit Authority is an Equal Opportunity Employer 
 

STAFF ACCOUNTANT 
The Staff Accountant is a non-exempt position primarily responsible for generating payroll, coordinating employee 
benefits, preparing accurate and timely financial data and performing a variety of GAAP general ledger accounting tasks.    
 
ESSENTIAL DUTIES: 

 Manage relationship with third-party payroll processing vendor to generate bi-weekly payroll; ensuring output is 
produced according to internal policies and FLSA standards. 

 Calculate payroll deductions and benefit costs based on individual employee enrollment.  

 Maintain various Leave programs (i.e. FMLA) according to legal requirements and internal policies. 

 Prepare and submit monthly benefit invoices for payment.  

 Coordinate employee benefits enrollment between employee and service providers.   

 Review and post cash receipt, accounts receivable and accounts payable batches. 

 Prepare additions, deletions, and depreciation in the Fixed Asset module. 

 Calculate and prepare monthly General Ledger journal entries for inventory, revenue, FIFO fuel usage, parts 
usage, sales tax, period accruals of prepaid expenses as well as necessary reconciling entries.   

 Prepare monthly financial reports under the guidance of the Administrative Services Manager. 

 Reconcile balance sheet accounts on the Trial Balance monthly. 

 Prepare and file Department of Revenue quarterly reports for Sales and Use Tax and Leasehold Tax. 

 Assist with wage and benefit information for budgeting purposes. 

 Cross train Accounting Assistants in entry level department functions to accommodate for unforeseen 
circumstances and vacations. 

 
MINIMUM QUALIFICATIONS: 
An Associate’s Degree in Accounting or Business Administration plus a minimum of three years Accounting experience 
OR a combination of education and experience which would provide the applicant with the desired knowledge, skills and 
abilities to perform the job.  
 
Salary Range:  $23.55 Hourly to $27.26 Hourly DOQ.   
 
Interested applicants are required to submit an application and resume to: 
 

Mason Transit Authority 
Attn:  LeeAnn McNulty, Administrative Services Manager 

790 East John’s Prairie Road, Shelton, WA  98584 
Phone:  (360) 426-9434, ext. 138  

www.masontransit.org 
 

 
 This recruitment is open until filled. MTA reserves the right and may exercise the option to make a hiring decision at any 

time. Candidate evaluation will be ongoing. 

http://www.masontransit.org/

