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Classification Specification
	

	
	4201800

	
	TRANSIT ADMINISTRATIVE SUPPORT SPECIALIST III 



Class Summary

The responsibilities of this classification include serving as the principle administrative support for a transit base or for one or more primary work units within the Transit Division.  Incumbents may lead lower-level administrative and accounting staff.  
Distinguishing Characteristics

This is the third level of a three-level classification series.  The incumbent provides the administrative support required to sustain unit operations for a rail/transit base location either in operations or vehicle maintenance, or one or more primary work units within the Transit Division.  Incumbents ensure timely and accurate payroll processing, maintain files, monitor and track budget expenditures and maintain spreadsheets and databases.  Work requires compliance with all Transit Division and County policies, processes and procedures and is performed independently under general supervision.
This classification is distinguished from the Administrator I positions in Transit in that incumbents in the Administrator I class perform varied administrative functions for the entire section, coordinate activities among units in the section, and report directly to the section manager.

Examples of Duties (May vary by position)
1. Maintain base files for transit/rail operators, chiefs and first-line supervisors; coordinate file transfers during service changes.  Complete personnel related documents such as position requisitions, personnel changes, and special duty request forms for submittal to Transit Human Resources.
2. Track FML/KCFML usage and time balances; track and record Operator attendance and miss records; maintain disciplinary action records as required in compliance with negotiated labor agreements; safeguard confidential information relating to terminations, discipline, drug testing and other personnel actions.

3. Monitor and track budget expenditures and research budget issues; order supplies and equipment; manage asset inventory information and surplus distribution processes;; process uniform, shoe, travel and similar vouchers consistent with labor agreements; maintain petty cash fund. 
4. Create and maintain a variety of spreadsheets, databases, and reports for specialized information.  Develop and maintain lists of active projects, contracts, purchase agreements, or other program specific information; process and track invoices for payment.
5. Track and ensure timely processing of grievance procedures, contract requirements, and next steps; schedule disciplinary meetings and hearings; take notes, prepare and distribute hearing summaries.
6. Perform payroll and timekeeper functions, ensuring timely and accurate payroll processing.  

7. Plan and coordinate special programs, recognition awards and promotional events.

8. Serve as a primary point of contact for staff with questions on County and Transit Division policies, procedures and processes.  Disseminate information on changing policies, processes and procedures.
9. Lead lower-level administrative support and accounting staff; coordinate and assign work and review quality of work products; provide training in administrative processes and procedures. 
10. Perform other duties as assigned.  
Knowledge/Skills
Knowledge of the organization and structure of effective administrative support, tracking and recording systems
Knowledge of applicable Transit Division and County policies, procedures, protocols and processes

Knowledge of unit or base operations, services and programs specific to position assignment
Knowledge of effective report preparation, presentation and communication principles and techniques

Knowledge of basic accounting and statistical reporting
Knowledge of and proficiency in fundamental level mathematics

Knowledge of payroll processing operations and associated legal requirements

Knowledge of effective business communications including proper English usage, grammar, syntax, punctuation, spelling and proofreading 

Communication skills

Customer service skills

Work planning, organizational and time management skills

Skill in leading and coordinating the work of administrative support staff

Skill in following oral and written instructions and following through on assignments in a timely manner

Skill in creating spreadsheet, database and similar automated files to record, track and report on various types of administrative and financial data
Skill in maintaining data integrity and accuracy

Skill in keyboarding and associated safety practices
Skill in establishing and maintaining effective working relationships 

Skill in working with a variety of individuals from diverse backgrounds

Skill in use of automated information systems, personal computers, word processing, spreadsheet, database management, presentation and similar software applications
Licensing, Certification and Other Requirements

Washington State Driver License or the ability to travel throughout the county in a timely manner (some positions)
Additional licenses, certifications and other requirements determined necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Service Status
	Career Service

	Levels within same series
	Transit Administrative Support Specialist I, II and III
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