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                      Job Description


POSITION TITLE:	Administrative Accounting Clerk

DEPARTMENT:	Transportation

REPORTS TO:	Director of Transportation

SUPERVISES:	N/A

POSITION GOAL:	Independently maintain and process Transportation Services financial records and accounts; support all department timekeeping functions. Perform a variety of advanced and complex clerical duties in support of routing and scheduling of pupil transportation; input data and operate standard office equipment including computers and related software; maintain transportation activity logs and other data.


PERFORMANCE RESPONSIBILITIES:
· Issue billing for transportation services rendered.
· Maintain field trip billing records
· Input data into computer files; log, forward, audit, and correct inaccuracies and incomplete data.
· Assist in preparing materials for in-service training. 
· Maintain communication with designated site staff; notify parents and schools of revisions and new schedules. 
· Collect, tabulate, develop, keyboard, and maintain various logs, lists, schedules, forms, reports, and files.
· Assist with reference checks for new potential new hires.
· Assist with the scheduling of employee physical exams for new hires as well as recertification physicals.
· Schedule random drug and alcohol screens.
· Maintain records of random screens for audit
· Maintain driver and monitor seniority records for field trip and route bid usage
· Maintain driver recertification records for permit renewal, refresher course and any other license requirements 
· Complete all paperwork necessary for driver permit renewal
· Complete and submit all necessary paperwork for Secretary of State records
· Prepare or assist in preparation of reports; provide necessary documentation to auditors. 
· Contact staff, vendors, and other agencies. 
· Calculate and process monthly and hourly payrolls for office staff.
· Determine, code, or verify appropriate assignment information for input to the district employee data base; input data to payroll and personnel databases. 
· Operate standard office equipment including computers and related software applications. 
· Backup Dispatcher by answering telephone, two-way radio.
· Act as receptionist when needed.
· Perform related duties as assigned.


KNOWLEDGE AND CRITICAL SKILLS:
· Technical aspects of field of specialty.
· Accounting and payroll principles and procedures.
· General office procedures.
· Reading and writing English communication skills.
· [bookmark: _GoBack]Pass an excel test
· Organize statistical data.
· Perform computational tasks with accuracy and speed.
· Operate standard office equipment including computers and related software applications.
· Establish and maintain effective working relationships with others.
· Plan and organize work.
· Meet schedules and time lines.
· Maintain records.
· Read, apply, and explain rules, regulations, policies, and procedures.
· Lead the work of others.
· Knowledge of Routing Software and Student Information Systems
· Rapidly learn pupil transportation procedures, map reading, topography, streets, and freeway layouts.



EXPERIENCE:	
A combination of training, experience, and/or education equivalent to formal bookkeeping or accounting training and three years of recent, progressively responsible, full-time equivalent, paid bookkeeping, accounting, payroll, or fiscal-clerical experience. Experience with Versa Trans, Edulog, T.O.M., SkyWard, and Transportation payroll functions is desirable.


ENVIRONMENTAL CONDITIONS:
1. Contract language

PHYSICAL DEMANDS:
1. Contract language

ADA:
The employer will make reasonable accommodations in compliance with the Americans with Disabilities Act of 1990.

This job description will be reviewed periodically as duties and responsibilities change with business necessity.  Essential and marginal job functions are subject to modification.


TERMS OF EMPLOYMENT:
Year Round Position

EVALUATION: The Director of Transportation is the primary evaluator.
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