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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under general supervision, provides a variety of responsible and specialized office, crew scheduling, payroll, record-keeping and property control support for the Transportation Department; Assists the District in ensuring that stations and trains are staffed as appropriate; may provide lead direction and training to a small group of other Transportation Administration Specialists; performs related duties as assigned.

CLASS CHARACTERISTICS

Under the presence of clear guidelines, this class performs complex and detailed clerical work, including detailed record-keeping and report generation duties related to the maintenance of time, labor, payroll, overtime, leave and availability records, thereby providing timely and accurate information and support to supervisory personnel to ensure that all District rail and station operations are appropriately staffed; performs responsible property control work requiring expertise in the proper handling, storage and disposition of found property as required by law.  This class may serve as lead to other Transportation Administration Specialists in addition to performing the duties described herein.  This class is distinguished from other general office support classes in that the duties relate specifically to record keeping, staffing and property control support to Transportation activities. 
REPORTS TO

This position reports to the Operations Supervisor or his/her designee.
EXAMPLES OF DUTIES – Duties may include, but are not limited to the following: 
1.
Organizes work, sets priorities and standards, and follows-up to ensure coordination and completion of assigned work.
2.
Maintains detailed records regarding Transportation Department time, labor, payroll, work schedules, leave statuses, overtime and related information for multi-shift revenue services.

3.
Prepares and updates a variety of reports, which may require basic calculations; initiates a variety of forms related to status changes, locations, cost center or work assignment changes, etc. 
4.  
Receives, sorts, inspects, identifies, logs, and properly tags and stores property; picks up found property system wide; ensures that the security of stored property is maintained through periodic and daily inspection.
5. Receives, issues and monitors supplies,  equipment, locks, and keys; maintains storage facilities; inspects property for owner identification and releases found property to owners or finders as authorized by statute and/or directive; receives inquiries about lost property; logs such inquiries by major classification and cross references those entries to the found property logs.

6. Enters data into computer; prepares unclaimed property for auction; may be required to submit a variety of narrative reports; transfers found monies to the General Fund and prepares check requests.

7. May operate a vehicle and/or hand truck in order to transport property as needed; operates a trunked radio to contact and communicate with supervisory personnel.  

8. Answers questions for supervisors, foreworkers and employees regarding time, labor, shift coverage, leave and payroll related personnel matters, including applicability of specified contract provisions; confers with accounting staff regarding payroll matters; receives and screens visitors and telephone calls and takes messages; directly deals with the public when processing inquiries relative to lost and found property.

9. Types and/or compiles correspondence, forms, and specialized reports and documents from drafts, notes, or brief instructions using a desktop computer; Proofreads and checks typed and other materials for accuracy, completeness, and compliance with departmental policies.
10. May provide lead direction, training and work review to Transportation Administration Specialists; establishes and maintains office files; reviews invoices and purchase requisitions.
11. Maintains records and logs, processes forms and performs general office support activities in the transportation office of various Yards and Terminal Zone reporting locations, including processing incoming and outgoing mail, maintaining posted information, and ordering office supplies. 
QUALIFICATIONS

Knowledge of:

The procedures for assigning transportation personnel. 
PeopleSoft/Oracle time, labor and payroll or similar system

Office practices and procedures, including filing and the operation of standard office equipment. 
Record keeping and report preparation principles and practices.

Basic business arithmetic. 
Correct English usage, including spelling, grammar, and punctuation.

Business letter writing and the standard format for typed materials.

Basic business data processing principles as applied to time, labor, payroll and scheduling functions. 
Standard business computer software, applications and databases.
Basic supervising principles and practices.

District and department operating rules, procedures, and regulations.

Skill in:

Prioritizing work and coordinating multiple activities
Maintaining attention to detail despite interruptions.

Organizing and maintaining accurate records and files. 
Making accurate arithmetic calculations.

Performing detailed clerical work accurately.

Communicating tactfully and effectively with the public, co-workers and other employees
Establishing and maintaining effective working relationships with those contacted in the course of the work.

Understanding and carrying out oral and written directions. 
Using initiative and sound independent judgment within established policies and guidelines.

Operating standard office equipment including but not limited to a personal computer, fax machine, and telephone answering equipment. 
Providing training and lead directions to others.

​Learning and applying new procedures, rules, and regulations pertaining to the job.
MINIMUM QUALIFICATIONS

Education:

Possession of a high school diploma, GED or recognized equivalent.

Experience:

Three (3) years of full time equivalent verifiable general clerical or office assistant experience, which has included maintenance of detailed records, preparation of reports, and public contact; one year must have included experience in the preparation of time and labor, payroll records and personnel assignment rosters in an Oracle/PeopleSoft or a similar system.  
Other Requirements:

Must be willing to work off-hours and weekend shifts.

May be required to push a four-wheel cart containing lost and found items.
Must possess a valid California driver’s license and have a satisfactory driving record.

Must have sufficient mobility to use BART trains to travel throughout the system.

Typing accurately at a rate of 35 words per minute from printed copy.
WORKING CONDITIONS
Environmental Conditions:

Office environment; field environment.  Exposure to computer screens, heat, cold, moving vehicles and potentially inclement weather conditions

Physical Conditions:

May require sitting, standing or walking for prolonged periods of time.

EEOC:  06
Safety Sensitive Designation:  No
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