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Classification Specification
	

	
	4101700

	
	TRANSIT ACCOUNTING SPECIALIST II



Class Summary

The responsibilities of this classification include serving as the primary technical accounting and financial support specialist for an operating unit of the Transit Division.  Incumbents also perform the full range of duties included in the Transit Accounting Specialist I classification. Work may include lead responsibility for accounting specialists and support staff.
Distinguishing Characteristics

This is the second (senior) level of a two-level Transit Accounting Specialist classification series.  Work involves performing technical financial tracking/reporting and administrative coordination to support the operating unit’s budget, financial systems, contracts, grants, regulatory compliance, procurements and related operations.  Incumbents maintain financial information systems that support the unit’s business operations and approve high-value transactions and disbursements subject to complex contractual, regulatory and other requirements.  Work requires coordination with financial/accounting representatives from outside contractors, grant agencies and internal county agencies as well as state and federal auditors.  
Examples of Duties (May vary by position)
In addition to performing the duties of the Transit Accounting Specialist classification, an incumbent in this classification performs the following.

1. Perform and oversee technical accounting, financial reporting and tracking for high-value, multi-million dollar contracts; ensure contractors comply with all stipulated insurance, reporting, delivery and other contractual requirements; process and provide first-level authorization for progress payments to contractors.
2. Explain accounting, financial reporting, timing and similar contractual requirements with contractor’s representatives; ensure contracts comply with all mandated state and federal rules, regulations and statutory requirements; resolve accounting discrepancies and other issues with contractor.
3. Develop and provide supporting accounting information required for state and federal grants and subsidies; coordinate documentation and reporting requirements with DOT grants staff.
4. Track and forecast disbursements, progress and final payments; report cash flow requirements and coordinate funds availability and payments with central finance.

5. Monitor and track budget expenditures, consumption rates and projected balances.
6. Ensure supporting accounting and financial documentation conforms to audit requirements and standards.

7. Draft, prepare, proofread and edit documents, contracts and correspondence; ensure appropriate use of the English language, specialized terminology and compliance with established procedures.

8. Distribute work load among other employees, provide direction and training and monitor the quality and completion of work.
9. Plan work organization, approve leave, establish work methods, recommend changes in work load and procedures, participate in employee selection process and provide input on performance of coworkers.

10. Attend internal and external committee meetings and public hearings and provide unit financial information.
11. Perform other duties as assigned.

Knowledge/Skills
Knowledge of fundamental accounting principles, requirements and processes
Knowledge of unit business operations and the applicable rules, policies, regulations, codes, ordinances and legal requirements
Knowledge of the accounting and financial reporting requirements for state and federal grants

Knowledge of fundamental legal terminology used in procurement and contracting
Knowledge of general office practices and procedures

Knowledge of proper English grammar, usage and spelling

Communication skills

Customer service skills

Organization and problem solving skills
Skill in explaining complicated procedural and technical requirements to varied audiences
Skill in maintaining data accuracy and integrity

Skill in accounting mathematics

Skill in the use of automated financial and management information systems, word processors, spreadsheets, databases and similar software applications

Skill in the operation of standard office equipment

Skill in maintaining confidentiality of sensitive information

Skill in establishing and maintaining effective working relationships

Skill in working with a variety of people from diverse backgrounds

Skill in effectively handling multiple competing priorities

Skill in following through on assignments

Skill in taking initiative and adapting to changes in work load demand

Skill in training and providing lead direction to others, including assigning work to other staff
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
Service Status
	Non-Exempt

Career Service

	Levels within same series
	Transit Accounting Specialist I, II
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