


MID-PLACER PUBLIC SCHOOLS TRANSPORTATION AGENCY
CLASS TITLE: Business & Transportation Specialist

ORGANIZATIONAL RESPONSIBILITY
The Business & Transportation Specialist reports to the Chief Executive Officer and works under the general direction of the Business Manager, with functional coordination with Operations and Training staff as needed.

BASIC FUNCTION / DEFINITION
Under general supervision, perform a broad range of technical accounting, financial recordkeeping, and advanced clerical duties in support of Agency business, transportation operations, and student services. The position maintains and reconciles financial accounts, processes accounts payable and receivable, supports budgeting and reporting requirements, administers employee benefit and leave records, and performs independent clerical and data management functions related to student transportation, fleet maintenance, safety compliance, and inventory control. Incumbents exercise judgment, initiative, and discretion in applying established procedures and resolving routine and non-routine issues.

DISTINGUISHING CHARACTERISTICS
This is a journey-level to advanced support classification combining accounting technician functions with high-level administrative clerical responsibilities. The position works independently, is fully knowledgeable of Agency policies and procedures, and receives only occasional instruction. Work is reviewed primarily for overall results, accuracy, and compliance with regulations and timelines.

REPRESENTATIVE AND ESSENTIAL DUTIES
(Duties listed are representative and not exhaustive)
Accounting and Financial Functions
· Perform technical accounting duties involving accounts payable, accounts receivable, purchasing, reimbursements, and employee leave and benefit records
· Maintain, audit, reconcile, and adjust assigned financial accounts; review and assure accuracy of journal entries
· Review, process, and verify purchase orders, warrants, invoices, and reimbursement claims; prepare invoices and issue payments
· Prepare and process deposits; reconcile cash and revenue accounts; assure receipts, invoices, and totals balance
· Prepares and issues invoices for district field trips, vehicle repair,  maintenance, and retiree billing 
· Calculate and prepare journal entries; assist with budget monitoring and account transfers
· Research, compile, and prepare auditable financial records, reports, and supporting documentation
· Assure mandated and regulatory reports (including Sales and Use Tax reports and 1099 reporting) are completed and submitted accurately and on time
· Communicate with vendors, districts, and internal staff to resolve invoice discrepancies, billing issues, and payment questions
Administrative and Clerical Functions
· Perform advanced clerical duties including data entry, document preparation, filing, correspondence, and records maintenance
· Receive and direct telephone calls; communicate clearly and professionally with parents, staff, vendors, school districts, and the public
· Prepare and maintain orderly, accurate, and accessible filing systems for financial records, work orders, permits, MSDS documentation, and bus pass applications
· Type correspondence, reports, and data with accuracy using computer systems and standard office equipment
· Exercise judgment in applying Agency policies and procedures when interacting with customers and resolving issues
Student Transportation and Operations Support
· Receive, review, and process Bus Pass Applications; communicate with families regarding missing information
· Enter student transportation, census, activity trip, and routing data into Agency systems
· Generate activity trip quotes; establish trip data for dispatcher staffing
· Analyze route and census data; compile census information multiple times per year to support cost allocation to member districts
· Prepare and input statistical and financial data related to transportation services
Fleet Maintenance, Safety, and Inventory
· Create and maintain fleet work orders and repair expense records using maintenance software
· Transfer fueling records into fleet maintenance systems and monitor vehicle usage data
· Receive, inventory, organize, and track parts and maintenance supplies
· Calculate mileage data for preventive maintenance inspections
· Maintain safety program documentation, MSDS records, and regulatory compliance files
· Order fuel, compare pricing, and release orders to lowest-cost suppliers in accordance with procedures

KNOWLEDGE OF
· Principles, methods, and terminology of technical accounting and bookkeeping
· Financial and statistical record-keeping techniques and reporting
· Accounts payable, accounts receivable, purchasing, and billing procedures
· Public agency and educational organization business operations
· Fleet maintenance, inventory control, and safety documentation practices
· Data entry, spreadsheet development, and computerized reporting systems
· Office methods, filing systems, and modern office equipment
· English usage, grammar, spelling, and written communication
· Arithmetic and basic financial calculations
· Customer service and public communication techniques

ABILITY TO
· Perform complex clerical and technical accounting work with accuracy and attention to detail
· Maintain accurate, complete, and auditable financial and operational records
· Analyze data, identify discrepancies, and resolve problems independently
· Prepare clear, accurate reports and correspondence
· Communicate effectively, tactfully, and professionally with diverse audiences
· Apply policies, procedures, and regulations to daily work activities
· Make mathematical calculations quickly and accurately
· Operate computers and standard office equipment efficiently
· Establish and maintain cooperative working relationships
· Organize workload, meet deadlines, and manage multiple priorities

EDUCATION AND EXPERIENCE
Any combination equivalent to:
· Graduation from high school or equivalent, and
· Two to three years of increasingly responsible clerical and/or accounting experience, including accounts receivable/payable, data processing, recordkeeping, or related public agency or educational experience
Demonstrated ability to successfully perform the required duties may be considered in lieu of exact experience requirements.

WORKING CONDITIONS
Environment
· Office environment
Physical Demands
· Sitting for extended periods of time
· Dexterity of hands and fingers to operate computer keyboard and office equipment
· Seeing to read screens, reports, and printed materials
· Hearing and speaking to exchange information
· Occasional bending, kneeling, or crouching to file materials
· Lifting and carrying objects up to 25 pounds




