[image: ]
POSITION DESCRIPTION

POSITION TITLE: Administrative Assistant

REPORTS TO:  General Manager

SCOPE OF RESPONSIBILITY:
Reporting to the General Manager, the Administrative Assistant is responsible for the financial activities of Amador Transit and general administrative office duties.  

ESSENTIAL FUNCTIONS: 
· Prepares all accounts payable, accounts receivable, payroll, CalPERS reporting, and other reports as necessary by the State of California for accounting purposes.
· Maintains the General Ledger, prepares bank reconciliations, and quarterly financial reporting.
· Manages all employee time keeping, vacation and sick leave balances, medical benefits, and monthly payroll processing through QuickBooks.
· Administers CalPERS payroll reporting and issuance of monthly contribution payments.
· Handle and deposit into AT bank accounts all fares, grant reimbursements, LTF and STA funds, and other funds as required and input into QuickBooks.
· Records and updates all monthly revenue into financial reports for monthly Board meetings.
· Assists the General Manager with yearly audits.
· Attends AT Board of Directors monthly meetings as needed, answering any financial reporting questions as needed.
· Assists General Manager with AT Board monthly agenda packets with summary reports and background information regarding all events, occurrences, or actions deemed worthy of AT Board attention.
· Prepares for the General Manager monthly, quarterly, and annual reports, which measure all performance indicators, including ridership, farebox recovery ratios, expenses related to approved budget, and any other information of interest, and provide recommendations for action. 
· Work toward implementing goals as outlined in the most current Transportation Development Plan (TDP).
· Monitors cash flow and maintains a balanced budget. 
· Stay abreast of State and Federal legislation affecting transit operators and recommend action as appropriate, including policy adoption and updating, reporting observations to the General Manager
· Serves on committees related to transportation matters as appointed.
· Maintains contact with peer transit operators statewide with the intent of sharing information on problem-solving and forthcoming legislative issues and improving AT service.

KNOWLEDGE, SKILLS, AND ABILITIES
·  A degree in Business, Accounting, or equivalent, and/or five (5) years of increasingly responsible accounting/management experience or equivalent combination of education and experience sufficient to successfully perform the essential duties of the job, such as those listed above.
· At least three years of experience participating in monitoring and overseeing an agency’s budget process, including major capital projects. 
· Proven experience responding to the most sensitive inquiries or complaints from the staff and the public.
· Demonstrated ability to develop and strengthen cooperative partnerships. 
· Experience with computer applications Such as QuickBooks and Microsoft Office
· Knowledge of local economic and transportation infrastructure. 

SPECIAL REQUIREMENTS
· Must pass a pre-employment substance abuse test as a condition of employment. This position is not considered safety-sensitive, as defined by the Federal Transit Administration (FTA), thus it is not subject to random drug and alcohol testing. However, under the authority of Amador Transit’s Substance Abuse Policy and Drug & Alcohol Testing Program, this position is subject to all other types of substance abuse tests as described in the policy. 
· Must possess or be able to obtain a valid Driver’s License issued by the State of California. 
· Incumbents may be required to travel and/or drive an AT vehicle. 
· Must pass a Criminal background check. 
· If selected for the position, documentation of United States citizenship or an alien lawfully authorized to work in the United States will be required to establish identity and work authorization in accordance with the employer’s obligation under the Immigration Reform and Control Act of 1986.

Work Schedule 
Full-time standard workweek (40 hours) during normal business times. Hours may vary according to work schedules and tasks to be accomplished, with evening and weekend work being necessary at times to accomplish the duties of the position as determined by the Board. 
Wage and Benefits 
$23-$26 per hour with benefits as described in the Amador Transit Personnel Policy.  
This is a non-exempt position as defined by the Fair Labor Standards Act (FLSA). This is an “at will” position.


The statements contained herein reflect general details as necessary to describe the principal functions of this job, the level of knowledge and skill typically required, and the scope of responsibility, but should not be considered an all-inclusive listing of work requirements. 
Amador Transit is an equal opportunity employer and does not discriminate on the basis of race, sex, age, color, religion, national origin, marital status, veteran status, disability status, sexual orientation, or any other basis prohibited by federal, state, or local law. Please let Amador Transit know if you need accommodation in order to participate in the application process
PHYSICAL DEMANDS: 
 (Occasionally = 1%-33%; Frequently = 34%-66%; Continuously = 67%-100%) 

Sitting:				Frequently
Standing/Walking:			Frequently
Driving:				Occasionally
	Lifting/Carrying:			Frequently, up to 25 pounds; must be able to lift 50 pounds
	Bending/Squatting/Kneeling:	Frequently
Pushing/Pulling/Reaching:            Frequently
Twisting:				Frequently
Overhead Reaching:		Frequently
Climbing:				Occasionally
Handling/Grasping:			Frequently
Talking:				Frequently
Hearing:				Continuously
Fine Finger Manipulation:		Frequently			
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