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Classification Specification
	

	
	2111100

	
	TRANSIT ACCOUNTING REPRESENTATIVE – SENIOR



Class Summary

The responsibilities of this classification include performing technical and specialized accounting services for Transit Division sales and customer service operations and similar transit operations.
Distinguishing Characteristics

This is a standalone classification.  Work involves performing specialized accounting work maintaining accounts receivable and customer accounts; preparing daily cash sales and cash balance reports; identifying and correcting errors in accounting journals and reports; and performing month-end and year-end adjustments and reconciliations.  Work includes preparing varied monthly and special financial reports and analyses, and serving in a lead capacity over assigned pass sales representatives and other office support staff.  Work is performed under the general supervision of a higher-level supervisor. 
Examples of Duties (May vary by position)

1. Respond to questions and concerns from the public regarding transit services and fare media; maintain accounts receivable and customer account information; oversee the preparation of daily cash sales and cash balance reports as well as monthly sales reports; locate and correct errors in office accounting journals and reports; enter sales and related data into automated financial systems; maintain security of sales receipts, petty cash funds and customer refunds.
2. Prepare monthly financial reports and analyses; determine and record monthly and year-end adjustments; perform month-end and year-end account reconciliations.

3. Serve in a lead capacity over assigned pass sales office and other administrative support staff; assign, schedule and review work performed by assigned staff; review work performed by assigned staff for accuracy and completeness; train staff in office operations and procedures; ensure compliance with established policies, procedures, protocols and security measures; report behavioral, attendance or other concerns to higher-level supervisor.
4. Resolve operational and customer assistance problems; work with customers and central accounting staff to troubleshoot and resolve issues as required; provide advice and consultation to section staff and customers regarding customer service and accounting/financial issues.
5. Recommend modifications to accounting procedures and policies to ensure operating efficiencies and compliance with accounting standards; escalated procedural problems to higher-level staff as necessary and appropriate.

6. Perform other duties as assigned.

Knowledge/Skills
Knowledge of accounting principles, practices, protocols and standards
Knowledge of automated financial and accounting systems and applications
Knowledge of general office principles and practices
Knowledge of mathematics required to perform accounting functions
Knowledge of appropriate physical standards and ergonomics associated with computer use including appropriate seating, arm and wrist placement and usage
Communication skills

Customer service skills

Interpersonal skills

Training skills

Skill in performing fundamental financial analyses

Skill in entering and extracting information from automated financial information systems

Skill in the operation of standard office equipment
Skill in handling multiple competing priorities
Skill in assigning, reviewing and overseeing the work of others

Skill in working with a variety of individuals from diverse backgrounds

Skill in establishing and maintaining effective working relationships

Licensing, Certification and Other Requirements

Washington State Driver License

Willingness and availability to work different shifts on weekdays, nights, weekends and holidays

This is a classification specification and not an individualized job description.  Additional minimum qualifications may be established for individual positions based on business needs and are specified in position announcements as appropriate.

	FLSA Designation
	Non-Exempt  

	Service Status
	Career Service

	Levels within same series
	None

	Class History
	Updated  10/2010  Updated description, changed format
                               Changed Title: Senior Accounting Representative
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