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Classification Specification
	

	
	4101100

	
	FISCAL SPECIALIST I



Class Summary

The responsibilities of this classification include providing general financial, accounting and/or fiscal support such as maintaining numeric records and receiving, retrieving and filing financial information.

Distinguishing Characteristics

This is the first level of a four-level classification series. The Fiscal Specialist I differs from other classifications in this series in that the incumbent performs a series of financial, accounting and/or fiscal support tasks that are general in nature. The incumbent maintains numeric records and receives and matches fiscal or accounting documents under direct supervision while following established guidelines and specific instructions. This classification is distinguished from the General Office Support, Customer Service Support and Data Processing and Typing classification series in that the primary focus is in the area of accounting and financial support.

Examples of Duties (May vary by position)

1. Maintain numeric records such as inventory, head count and ridership information.

2. Receive, label, log, file and retrieve financial, accounting and/or fiscal data.

3. Collect and/or match financial, accounting and/or fiscal documents such as time cards, revenue, packing slips, invoices and claims.

4. Provide information derived from established policies, procedures and other relevant sources to internal and/or external customers, maintaining security and confidentiality; respond to inquiries and/or refer customers to appropriate agencies or departments/divisions. Some incumbents may have to deal with sensitive and/or potentially volatile situations.

5. May open, date stamp, sort and distribute incoming mail and process outgoing mail.

6. Collect and distribute supplies and/or equipment.

7. Type and/or word process documents.

8. Assist co-workers, as assigned.

9. May be assigned to related special projects of similar scope.

10. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of general office principles and practices

Knowledge of software applications in word processing relative to the position assignment (knowledge of software programs varies according to position)

Knowledge of appropriate physical standards for work involving computer use, including appropriate seating, arm and/or wrist usage

Knowledge of basic accounting and mathematics

Knowledge of effective customer service techniques and skills ( in person and via telephone (discretion, patience, etiquette, professionalism)

Knowledge of the operation of standard office equipment

Knowledge of proper English grammar, usage and spelling

Keyboarding skills (speed required may vary according to position assignment)

Oral and written communications skills

Interpersonal and human relations skills

Organizational skills

Skill in problem-solving

Skill in using 10-key machine

Skill in following oral and written instructions

Skill in adapting to changes in work load demand

Skill in maintaining the confidentiality of sensitive matters

Skill in following through on assignments as directed

Skill in taking initiative

Skill in conducting research for a specific work assignment

Licensing/Certification Requirements

Washington State Driver’s License (some positions)

U.S. citizenship (positions within the King County Department of Public Safety)

Pass polygraph test (some positions)

Pass background check (some positions)

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

	FLSA Designation
	Non-Exempt

	Levels within same series
	Fiscal Specialist I, II, III and IV
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