
 

 

Somerset County Public Schools 
Job Description 

 
 

Job Title:    Accounting/Administrative Associate I 
Department:    Finance/Transportation & Facilities  
Reports To:   Directors of Finance/Transportation & Facilities    
FLSA Status:   Non-Exempt 
Prepared By:   Rodger Daugherty/Vicki Miller/Beth Whitelock 
Prepared Date:   2/1/2010 
Approved By:   Board of Education   
Approved Date:  3/16/2010 
 
I. Summary 
 

Provides clerical and accounting support to both the Director of Finance and the Director 
of Transportation & Facilities ensuring the offices are operating in an efficient manner by 
performing the following duties. 
 

II. Essential Duties and Responsibilities include the following:  Duties for all three areas 
include maintaining the website, gathering and organizing materials for audits and Master 
Plan documents and ensuring that all duties are compliant with SCPS policies and 
procedures.  Other duties may be assigned by the Director of Finance or the Director of 
Transportation & Facilities.  Designated area responsibilities are: 

 
        TRANSPORTATION: 
 

• Maintains filing system. 
• Prepares documents for bus inspection and compiles results of inspections. 
• Monitors radio for problems and/or needs of drivers and parents regarding 

transportation routes. 
• Publishes periodic newsletter for bus contractors. 
• Reviews and prepares annual budget request. 
• Monitors balances in transportation budget accounts. 
• Provides assistance in meeting compliance with state and federal regulations and 

reporting requirements. 
• Assists in planning and conducting workshops and in-service training for bus 

contractors and assistants. 
• Assists in maintaining records for various drug and alcohol tests. 
• Assists with preparing various information and statistical reports. 
• Assists with coordination of various transportation activities with State and 

County Roads Departments and Department of Emergency Services. 
• Provides assistance in using computerized routing programs. 
• Prepares handbooks and general correspondence as necessary. 
• Coordinates the use of pool vehicles. 
 
FACILITIES: 



 

 

 
• Assists with the Administration of the County’s Capital improvement Program 

(CIP). 
•  Assists in the preparation of the CIP for submission to the Maryland School 

Construction Program (MSCP) with an accompanying budget. 
• Assists in the preparation of the CIP for local government and an accompanying 

budget. 
• Assists in the preparation of requisitions for payment. 
• Assists in preparing the Annual Educational Facilities Master Plan for 

submission to the Maryland School Construction Program and Maryland Office 
of Planning. 

• Monitors balances in facilities budget accounts. 
• Accumulates data on electricity usage and communication costs and needs. 
• Maintains records, files and completes necessary reports for Workers’ 

Compensation of SCPS. 
 
FINANCE: 
 
• Prepares monthly bus contractor payments. 
• Reviews all facilities and transportation invoices for accuracy and obtains 

appropriate approvals. 
• Ensures timely payment of all transportation and facilities invoices. 
• Communicates with vendors regarding accounts payable issues with 

transportation and facilities invoices. 
• Gathers and organizes various budget materials as requested. 
 

III. Qualifications  
 
 To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
A. Education and/or Experience 

A high school diploma is required; some college level coursework in Accounting 
is preferred.  Must have at least five years clerical experience or be able to 
demonstrate required skills.  Accounts payable experience is preferred.  
Knowledge of bus transportation systems is preferred. 
 

B. Certificates, Licenses, Registrations 
A valid driver’s license is preferred. 

 
C. Language Skills 

Ability to read, analyze, and interpret general business periodicals, professional 
and trade journals and strategic planning documents. Ability to write letters and 
memorandums, handbooks and procedure manuals as directed.  Ability to 
effectively present information orally and in writing to groups of administrators, 
vendors, parents and the general public. 
 



 

 

D. Mathematical Skills 
Ability to calculate figures and amounts such as discounts and interest.  Ability to 
apply concepts of basic accounting principles. 

 
E. Reasoning Ability 

Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety 
of instructions furnished in written, oral, diagram, or schedule form.   

 
F. Computer Skills 

To perform this job successfully, an individual should have knowledge of Design 
software; Manufacturing software; Internet software; Project Management 
software; Spreadsheet software and Word Processing software.  Pursues training 
and development opportunities to expand job knowledge. 

 
G. Other Skills and Abilities 

Must be able to work with minimal supervision and possess strong organizational, 
time management and self motivation skills.  Must have working knowledge of all 
office equipment. 

 
 H. Other Qualifications 

Must be dependable. Ensures work responsibilities are covered when absent. 
Arrives to work and meetings on time. 

 
 

IV. Physical Demands 
 The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  Reports potentially unsafe conditions; Uses equipment and materials 
properly. 

 
 While performing the duties of this job, the employee is regularly required to talk or hear.  

The employee is frequently required to stand; walk and use hands to handle or feel.  The 
employee is regularly required to sit and reach with hands and arms.  The employee must 
occasionally lift and /or move up to 25 pounds.  Specific vision abilities required by this 
job include close vision, distance vision, color vision, peripheral vision, depth perception 
and ability to adjust focus. 
 

V. Work Environment 
 The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   

 
 While performing the duties of this job, the employee is occasionally exposed to moving 

mechanical parts.  The noise level in the work environment is usually moderate. 
 
 


