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King County




Classification Specification
	

	
	4320300

	
	TRANSIT PASS SALES REPRESENTATIVE



Class Summary

The responsibilities of this classification include selling transit fare media, balancing cash receipts and providing customer information.
Distinguishing Characteristics

This is a standalone classification.  Work involves selling electronic fare media valid for multiple mass transit providers throughout the region.  Work includes explaining terms of media usage as well as providing general information on transit operations and services.  Work also includes processing sales transactions in automated systems, reconciling cash receipts and preparing sales and summary reports.   Work is performed under the general supervision of a higher-level sales and customer service supervisor.
Examples of Duties (May vary by position)

1. Sell ORCA cards; process sales transactions by entering data in automated systems; provide information and explain usage of card on regional bus, rail and ferry carriers.

2. Respond to questions from the public regarding transit routes, schedules and services; promote and advocate use of agency services.
3. Balance and reconcile cash receipts and prepare sales summary reports.

4. Maintain inventory of required supplies; organize and maintain associated recordkeeping systems.

5. Compile data for required for daily and monthly accounting reports.  

6. Respond to questions from new employees regarding unit operating procedures and practices.
7. Perform other duties as assigned.
Knowledge/Skills

Knowledge of the fundamental principles, practices and techniques of recordkeeping and financial accounting

Knowledge of the operation of common office equipment

Knowledge of cash handling security and safekeeping protocols

Communication skills

Customer service skills

Interpersonal skills

Skill in basic mathematics

Skill in the entry and retrieval of information in automated systems

Skill in working with members of the public with special needs including those who are elderly, have language or physical challenges and others that require special assistance

Skill in working with the public in a tactful, diplomatic and sensitive manner

Skill in working with a variety of individuals from diverse backgrounds

Skill in the operation of a variety of communication equipment 
Skill in establishing and maintaining effective working relationships
Licensing, Certification and Other Requirements

Willingness and availability to work different shifts on weekdays, nights, weekends and holidays

This is a classification specification and not an individualized job description.  Additional minimum qualifications may be established for individual positions based on business needs and are specified in position announcements as appropriate.

	FLSA Designation
	Non-Exempt  

	Service Status
	Career Service

	Levels within same series
	None

	Class History
	Created  8/2007

	
	Updated 10/2010  Updated description; changed format

                              Changed Title: Pass Sales Representative
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