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JOB TITLE: Clerk, Accounting Transportation  STATUS: Non-exempt  

 

REPORTS TO: Transportation Director TERMS: 240 days  

 

DEPARTMENT: Transportation PAY GRADE: AS203 

 

 

PRIMARY PURPOSE:  

Perform activities related to the accurate processing of invoices as well as recording, updating and 

reconciling related financial information. Provide clerical and accounting services to support the 

transportation department. 

QUALIFICATIONS:  

Education/Licenses:  

High School Diploma or GED  

Valid Texas commercial driver’s license (Class B) with “P” and “S” endorsements 

Special Knowledge/Skills/Requirements:  

 Ability to follow verbal and written instructions  

 Strong organizational, verbal and written communication and interpersonal skills  

 Maintain an acceptable driving record for school bus drivers as defined by Texas 

 Department of Public Safety  

Must pass annual district physical and mental examination as required by Texas  Department of 

Public Safety  

 Must pass a pre-employment and periodic drug and alcohol screening as required by federal law  

 Knowledge of basic bookkeeping and accounting procedures  

 Ability to work with numbers in an accurate and rapid manner  

 Proficient typing, keyboarding, and file maintenance skills  

 Ability to use calculator (10-key by touch)  

 Ability to use personal computer and software to develop spreadsheets, databases and do word 

processing  

Experience:  

 Three years’ experience in accounts payable environment  

 One-year experience in public school transportation or job related area required  

 Bus driving experience, preferred 

MAJOR RESPONSIBILITIES AND DUTIES:  

1. Maintain financial information, files and records (purchase orders, receiving reports, 

copies of paid invoices, checks, delivery tickets, documentation, reimbursements, 

reports, vendor files, receipts, etc.) in compliance with established policies and 

regulatory guidelines. This includes scanning documents into Munis 

2. Perform reviews of all purchase orders, invoices, and reimbursement requests ensuring 

accuracy and appropriateness prior to payment in compliance with District and 

regulatory rules, guidelines, and statues. 

3. Process and pay all invoices and reimbursements ensuring timely entry of date into 

Tyler Munis 

4. Maintain blanket purchase order log sheets 

5. Reconcile discrepancies between invoices, receiving reports and purchase orders to 

ensure accuracy prior to processing. 
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6. Reconcile vendor statements 

7. Prepare and enter journal entries to maintain correct account balances. 

8. Detect and resolve problems with incorrect orders, invoices and shipments. 

9. Remit payments in a timely manner. 

10. Perform research of financial transactions as needed/ requested 

11. Assist with incoming calls, answer questions, and direct calls to the proper party.  

  

12.        Prepare correspondence, forms, manuals, and reports, as needed.  

13. Prepare and submit yearly budget in Munis.  

14. Process all travel arrangements for transportation department personnel.  

15. Maintain title, registration and inspection records for all transportation vehicles. 

16. Maintain and update fuel system. 

17. Process fuel billing for all departments in a timely manner. 

18. Assist with student management. 

19. Assist with training new drivers and monitors. 

20. Assist patrons, by phone, with route concerns. 

21. Assist with dispatching. 

22. Disseminate revised transportation information to appropriate drivers, schools, and/or 

departments on a weekly basis. 

23. File student record forms and route information.  

24. Perform data entry and inquiry functions. 

25. Perform those job duties as outlined in the job description for bus driver, special needs 

bus driver, and special needs bus monitor in cases of extreme driver absences. 

26. Be familiar with all routes and main streets in Pearland ISD. 

27. Maintain an exemplary attendance record. 

28. Maintain strict confidentiality in all existing problems with drivers. 

29. Accurate and consistent use of Time Clock Plus (TCP) and AESOP. 

30. Perform other duties as may be assigned. 
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MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals 

Posture: Prolonged sitting. Occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse. Occasional 

reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: May work prolonged or irregular hours 

Mental Demands: Work with frequent interruptions, maintain emotional control under stress 

  

 

 

 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities, duties, and skills that may be required. 

 

I have read and understood the responsibilities and duties required for this position as outlined above and 

can perform all essential job functions. 

 

 

_______________________________________ 

Printed Name 

 

 

_______________________________________ 

Signature 

 

 

_______________________________________ 

Date 

 


