	Public Employment Relations Board
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

005-PERB
ANALYST’S INITIALS

KJM

DATE

08/25/14


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Accounting Administrator I (Spec)
	POSITION NUMBER

315-003-4552-001
	TENURE

 FORMDROPDOWN 

	TIME BASE

 FORMDROPDOWN 
      
	CBID

E97

	OFFICE OF

Public Employment Relations Board
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento (Midtown)

	 FORMDROPDOWN 
 SALARY

$4930 - $6171

	SEND APPLICATION TO:

Public Employment Relations Board

Attn:  Mary Ann Aguayo
1031 18th Street

Sacramento, CA  95811
              or
maguayo@perb.ca.gov

	
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY
	

	
	PUBLIC PHONE NUMBER

maguayo@perb.ca.gov

	

	
	
	FILE BY

09/09/14


	The Public Employment Relations Board is a quasi-judicial administrative agency charged with administering the collective bargaining statutes covering employees of California's public schools, colleges, and universities, employees of the State of California, employees of California local public agencies (cities, counties and special districts), trial court employees and supervisory employees of the Los Angeles County Metropolitan Transportation Authority. This is an exciting opportunity for someone with a strong background in several areas of accounting who seeks a challenge and career growth.
SELECTION CRITERIA

To be considered a completed State application (STD 678) and resume must be received no later than September 9, 2014 via email or U.S. mail at the addresses listed above.
>
· SROA/Surplus employees are encouraged to apply.

· Transfers, reinstatements, or employment list eligible applicants may be considered.
· Applications will be evaluated based on eligibility and desirable qualifications. Interviews may be scheduled.
Position Summary

Under general direction of the Chief Administrative Officer The Chief Accounting Manager exercises significant autonomy to manage and oversee the full accounting operation including Accounts Payable, Accounts Receivable, Travel, Revolving Fund, Encumbrances, Cash Receipts, CALSTARS functions, maintenance and input, Reconciliations, Year End preparations, Financial Statements and Transition to FI$Cal.

Requires analysis and verification of all financial transactions in CALSTARS resulting in accurate financial statements. Handles the most complex accounting functions and serves as lead over basic functions utilizing a comprehensive knowledge of accounting principles and practices to effectively perform complex accounting functions; applying knowledge of governmental accounting, budgeting and fiscal management to effectively apply accounting principles and procedures to PERB’s business processes; and using extensive knowledge of the uniform accounting system, the financial organization and procedures of the State of California, and related laws, rules, and regulations to conform with statewide accounting practices and procedures. The specific duties identified below will be carried out in communication with SCO, STO, DOF, vendors, clients, and all PERB staff including the Board Chair and its Members:


	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	
	
	
	

	ESSENTIAL FUNCTIONS
· Direct and manage all accounting functions. Plan, direct and evaluate the overall workload and progress of the Accounting Section. Use best business practices and standard accounting controls to perform complex quality assurance analysis to ensure the financial integrity of assets, liabilities and fund balance reported on the financial statements. Research, analyze, interpret, and/or clarify existing and proposed administrative and program accounting policies, state regulation and fiscal reporting requirements, and advise management of any financial and workload implications. Direct and oversee the ongoing operations of the CALSTARS system to support daily transaction processing and to ensure the integrity and maintenance of fiscal data to complete accurate financial statements. Applies change management skills to transition to new State accounting systems and processes.
· Prepare and/or review all monthly cash and fund reconciliations, bank and office revolving fund reconciliations, reimbursable accounts receivables, Journal Entries, budget revisions and executive orders. Plan, coordinate and implement the year end process which includes developing timelines, monitoring progress, notifying management of deadlines and potential problems, preparation and review of budgetary legal financial statements in accordance with GAAP. After completion, ensure all general ledgers, documents and account are ready to perform the Year End Close procedure and subsequent Year End Open procedure for the new fiscal year.

· Ensure that all accounting transactions are prepared and submitted in proper form, in a timely manner, and are processed in accordance with state rules and regulations. Direct, and/or assist with auditing of all invoices submitted for payment and dispute non-compliant charges to resolution, claim schedule preparation including monitoring through the process to ensure that it is complete and done in a timely manner, analyze source documents and determine the proper accounting process, audit all travel expense claims and pay only when record is complete, provide all staff with current travel rules and assistance with travel questions. Train and instruct staff and interns in a lead capacity in these duties. Responsible for check stock and issuing all checks against revolving fund.

· Assess changes occurring in the State’s accounting functions, propose and implement procedures and modifications to accommodate revisions. Serves as the subject matter expert for analysis and determination of how best to meet current and future accounting objectives. Provide consultation and technical assistance to management and staff concerning statistical analysis of accounting data, accounting systems, procedures and fiscal reporting obligations. Coordinate to insure that internal controls are complied with, and develop and implement an annual test plan to validate that they safeguard the Department’s assets and insure integrity of data and fiduciary responsibilities. Prepares and edits correspondence, participates in decision making sessions, and develops and updates desk procedures for continuity of operations. Attends meeting and training sessions to stay up to date on changes that impact operations. Requires travel on public roads and commercial transit.
KNOWLEDGE AND ABILITIES 

Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Affirmative Action Program objectives; and a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives.
Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's affirmative action objectives.
SPECIAL PERSONAL REQUIREMENTS

Demonstrated ability to act independently, open-mindedness, flexibility, and tact.

DESIRABLE QUALIFICATIONS

· Excellent leadership skills with the ability to motivate and empower staff to achieve results

· Excellent customer service skills

· Experience or coursework in accounting and human resources management

· Project management training and/or experience

· Strong organizational and supervisory skills

· Experience or coursework in implementing organizational change management and business process improvement initiatives

· Strong ethics

· Excellent written and verbal communication skills and ability to address stakeholders at all levels

· Experience interpreting laws, rules and regulations applicable to State Government operations

· Demonstrated expertise in current information technology use and application
· Four year degree from an accredited institution, preferably with a major in Business Administration
ADDITIONAL QUALIFICATIONS

· Work at a computer for long periods of time

· Drive on public roads and commercial transit

INTERPERSONAL SKILLS

· Ability to work well with a team or independently

· Ability to take and follow direction from supervisor

· Ability to keep maintain good attendance and consistent work schedule

· Ability to focus on detail

· Ability to be flexible and thrive on challenges

· Ability to communicate on a one-to-one basis for the purpose of obtaining or providing communication




