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Classification Specification
	

	
	4101600

	
	TRANSIT ACCOUNTING SPECIALIST I



Class Summary

The responsibilities of this classification include providing technical financial/accounting support functions to Transit Division operations.  Incumbents reconcile accounts and ledgers; verify data accuracy and suitability; prepare cost and budget summaries; and research, resolve and correct discrepancies.  
Distinguishing Characteristics

This is the first (journey) level of a two-level Transit Accounting Specialist classification series.  Work involves performing fully proficient coding, posting, auditing, tracking, compiling, summarizing and reporting of budget and financial data.  Work includes posting and extracting data in accounts, funds, ledgers, and financial information systems and performing high-volume transaction processing with speed and accuracy.  Work is performed in specialized functional areas and requires independent judgment within the confines of established processes, policies and guidelines.  
This classification is distinguished from the Transit Accounting Specialist II in that the senior level provides the primary accounting and financial support for an assigned Transit Division operating unit and may perform lead responsibilities.
Examples of Duties (May vary by position)

1. Collect, validate and process revenue and expense reports from commuter vanpool groups; verify completeness of documents and post payments in automated financial and tracking systems; enter data and update rider information database.

2. Prepare and record cash deposits and deliver to cash management group; provide safekeeping for funds consistent with cash handling policies and procedures; post information to and reconcile cash clearing and accounts receivable general ledger accounts; record and maintain employer subsidies and other information.
3. Audit timekeeping reports from automated scheduling and assignment system; prepare payroll adjustments, execute feeders from operator scheduling software to payroll time and labor modules.

4. Identify and resolve payroll and system discrepancies and serve as a liaison between Transit Operations and Payroll Operations in resolving payroll issues; review and ensure accuracy of job and time reporting codes, cost centers and projects numbers; ensure wage premiums comply with labor agreement requirements.

5. Calculate and submit prior pay cycle corrections and adjustments; track leave balances and ensure adequate availability for usage; ensure employee information and status is accurate in payroll system.
6. Process OEM and after-market parts warranty claims; review mechanic repair orders to ensure all required documentation is included for claim submission; code and enter claim data in manufacturer’s automated claim systems; code, reconcile, and enter claim submissions, payments, credit memos and related information in financial accounting system; monitor claim submissions for possible fleet defects and to maximize warranty recovery opportunities.
7. Verify and balance journal and ledger entries; reconcile ledger transactions and discrepancies; comply with transaction processing and data entry deadlines and procedural requirements.
8. Respond to requests for information from a variety of internal and external customers; compile data required for the preparation of expenditure and revenue reports; prepare summary listings of cost accounting and financial data for budget preparation, revisions and forecasting.
9. Maintain confidentiality and security of sensitive information; review and recommend new and improved processes and procedures to streamline transaction processing; document workflows and processes for employee training and backfills; archive data in electronic records management system.
10. Perform other duties as assigned.

Knowledge/Skills 
Knowledge of fundamental accounting principles, requirements and processes

Knowledge of general office practices and procedures
Knowledge of applicable rules, policies, regulations, codes, ordinances and legal requirements 

Knowledge of specialized terminology, operating processes and business operations relevant to position assignment

Communication skills

Customer service skills

Organization and problem solving skills

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

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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