
 
 

BUSINESS SPECIALIST 
exempt 

 
$39,663 - $51,087 

 
Position Purpose: 
The purpose of this position is to provide support to the Business Manager in 
human resource, accounting and payroll, grant administration, and facilities 
support services for the Central Massachusetts Regional Planning Commission 
(CMRPC) This position provides direct support to the Business Manager. This 
position prepares and maintains administrative, financial and employee records 
and other Commission data bases on a confidential basis. The position also 
interfaces with building management and security personnel. 
 
Supervision: 
Supervision Scope: Performs varied and responsible duties requiring a good 
working knowledge of departmental operations and the exercise of judgment and 
initiative to perform duties, complete assigned tasks, and analyze the facts or 
circumstances surrounding individual problems. 
 
Supervision Received: Works under the direction of the Business Manager, 
referring all problems or concerns to supervisor. Generally sets daily work plan 
with Business Manager and chooses between appropriate courses of action to 
achieve defined objectives; refers all unusual cases to supervisor.  
 
Supervision Given: None. 
 
Job Environment: 
Work is performed under typical office conditions; noise level is moderate, with 
frequent interruptions. 
 
Operates computer, calculator, telephone, copier, facsimile machine, and other 
standard office equipment. 
 
Under the direction of the Business Manager, makes frequent contact with 
CMRPC employees, municipal officials, and other governmental agencies; 
communicates in person, by telephone, electronically and via standard reports. 
 
Has access to department-level confidential information with regard to personnel 
and payroll. Errors could result in significant confusion and delay and have 
significant financial repercussions; errors could cause exposure for CMRPC to 
certain legal liabilities. 
 
 



Essential Functions: 
(The essential functions or duties listed below are intended only as illustrations of 
the various types of work that may be performed The omission of specific 
statements of duties does not exclude them from the position if the work is 
similar, related or a logical assignment to the position.) 
 
Cash Management:  Assists the Business Manager in maintaining all CMRPC 
and related cash books in accordance with Massachusetts General Laws by 
recording all receipts (cash, checks and wire transfers), disbursements (checks 
and ACH transfers) and adjustments (account fees and interest income) on a 
timely basis.   
 
Accounts Payable:  Matches vendor invoices with purchase requisitions and 
packing slips. Enters matched invoices into accounting system.  Reviews unpaid 
items list weekly and prepares list of items for payment to the Business Manager 
for approval.  Prepares payment checks for Executive Director's signature.  
 
Petty Cash:  Disburses petty cash and maintains account documentation when 
necessary. 
 
Payroll and Benefit Administration:  Assists the Business Manager in preparing 
and distributing weekly payroll; transmits weekly direct deposits, federal and 
state tax payments, and mandatory OBRA and 457b payments, and reconciles 
and disburses employee retirement and benefit withholdings to the proper 
agencies. Assists the Business Manager in the preparation of quarterly and 
annual payroll reporting requirements (i.e. 941, WR-1, Unemployment, W-2’s, 
etc.)  
 
Maintains employee records:  Assists the Business Manager to ensure all 
employment documentation is complete.  Provides new employee orientation, 
including access and parking authorizations and codes.   
 
General Accounting:  Provides back up assistance to the Business Manager for 
accounts payable and accounts receivable preparation on an as assigned. 
 
Additional tasks or assignments may be delegated by the Business Manager.  
Performs similar or related work as required. 
 
Recommended Minimum Qualifications: 
Education, Training and Experience: 
Bachelor’s degree in business or accounting, and five years of responsible 
experience in bookkeeping and/or accounting; accounts payable/receivable 
experience highly desirable; financial computer software experience required; 
Microsoft Office Suite software; or any equivalent combination of education and 
experience. Must have advanced payroll processing knowledge and experience. 
Familiarity with accounts payable/receivable software desirable. 



 
Knowledge, Ability and Skill: 
Knowledge: Advanced knowledge of accounting and financial record-keeping. 
Basic knowledge of human resources processes and regulations. Working 
knowledge of office procedures, machines, and record-keeping principles. 
Knowledge of a variety of financial computer software programs and other 
applications including word processing, spreadsheets, and databases.  
 
Ability: Ability to maintain detailed and accurate records. Ability to carry out work 
assignments with a moderate degree of independence and efficiency; ability to 
prioritize work tasks. Ability to work cooperatively with fellow staff and 
commission members. 
 
Skill: Good organizational skills. Excellent inter-personal skills. Aptitude for 
numbers and details. Skill in checking and review procedures. Skill in all of the 
above-mentioned equipment and machines. 
 
Ability to maintain strict confidentiality. 
 
Physical Requirements: 
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. 
 
Tasks require the ability to exert light physical effort in sedentary to light work, 
but which may involve some lifting, carrying, pushing and/or pulling of objects 
and materials of light weight (5-10 pounds). Tasks may involve extended periods 
at a keyboard or workstation. Some tasks require the ability to communicate 
orally. Regular close vision to work with small numbers and details. 
 
(This job description does not constitute an employment agreement between the 
employer and employee, and is subject to change by the employer as the needs 
of the employer and requirements of the job change.) 
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