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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OPSC -10319
ANALYST’S INITIALS

KJM
DATE

11/30/15


	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

Accountant Trainee
	POSITION NUMBER

306-728-4179-002
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Public School Construction
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$3,388
TO
$4,040


	SEND APPLICATION TO:

Office of Public School Construction
707 3rd St. 6th Floor
West Sacramento, CA, 95605
Attn:  Ryan Malloy
	REPORTING LOCATION OF POSITION

707 3rd St. West Sacramento
	

	
	SHIFT AND WORKING HOURS

Monday – Friday 8:00am – 5:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1996
	PUBLIC PHONE NUMBER

(916)  376-1996
	

	
	SUPERVISED BY AND CLASS TITLE

Chace Chan, Accounting Administrator I
	FILE BY

12/11/15


	The Department of General Services (DGS) Core Values and Employee Expectations are keys to the success of the Department’s Mission.  That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”  DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.

This position is designated under the Conflict of Interest Code.  The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <b>
SELECTION CRITERIA
· SROA/Surplus employees are encouraged to apply.

· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
ESSENTIAL FUNCTIONS 
To ensure the proper laws, regulations, policies and procedures are being followed, the following work will be performed in accordance with the State Allocation Board (SAB) Policy/Regulation, School Facilities Program (SFP) Regulations, General Accepted Accounting Principles, Government Codes and/or State Administrative Manual:
In order to properly account for all financial transactions in compliance with applicable laws and guidelines:

· Analyze and post the financial transactions using SCO accounting system, and office specialized accounting systems (SFP Detail and Summary; ACCSYS, Eligibility, Lease Purchase Project Accounting System, etc).

· Analyze, research, and correct transactions for posting to California State Accounting & Reporting System (CalSTARS). Ensure transactions are in accordance with the School Facility Program and do not exceed the amount authorized by the bond funds.

· Prepare documents for accounting transactions to be posted to CalSTARS and input batch transactions.




	THE STATE OF CALIFORNIA IS AN EQUAL OPPORTUNITY EMPLOYER TO ALL, REGARDLESS OF AGE, ANCESTRY, COLOR, DISABILITY (MENTAL AND PHYSICAL), EXERCISING THE RIGHT TO FAMILY CARE AND MEDICAL LEAVE, GENDER, GENDER EXPRESSION, GENDER IDENTITY, GENETIC INFORMATION, MARITAL STATUS, MEDICAL CONDITION, MILIARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND 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
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	 CLASS TITLE

Account Trainee
	POSITION NUMBER

306-728-4179-002
	RPA NUMBER

OPSC-10319 
	FILE BY


12/11/15

	ESSENTIAL FUNCTIONS (continued)
· Assist with corrections to discrepancies of financial transactions in coordination with higher level professional accounting staff by preparing a report describing how the situation occurred, recommending the action needed to correct the problem and submitting to State Controller’s Office (SCO) for resolution.

In order to properly prepare financial statements in compliance with applicable laws and guidelines:

· Assist with preparation of monthly fund reconciliation by gathering information for the reconciling items through the use of CalSTARS.

· Assist in reconciling various funds to the SCO records and ensure the funds are reconciled on a monthly basis.

· Assist with preparation of year-end financial adjusting entries for year-end closing by gathering accrual information from fiscal documents, accounting records and specialized accounting systems and applying knowledge of governmental accounting principles and procedures.

· Maintain the files and distribution of the CalSTARS monthly reports to various professional accounting staff.

In order to accurately prepare and submit financial reports to various agencies:

· Assist with preparation of documentation to be submitted to the State Controller’s Officer (SCO), State Treasurer’s Office (STO) and Department of Finance.

· Verifies funds are available by reviewing and analyzing the financial transactions using various accounting systems and office specialized accounting systems (SFP Detail and Summary; ACCSYS, Eligibility, Lease Purchase Project Accounting System, etc).

In order to provide accurate and timely financial information to management and clients:

· Assist with gathering information in response to inquiry request is in compliance with SFP and LPP laws; regulations; policies and SAB directives by applying established procedures.

· Gather fiscal activities and financial records to assist with analysis and implementation of the business process changes in Statewide accounting system Financial Information System for California (FI$Cal).

MARGINAL FUNCTIONS

In order to gain additional knowledge of recent SAB decisions on the various school facility projects and programs: 

· Attend and participate in various public meetings (i.e., legislative hearings, SAB meetings, and other public forums).

· Attend and participate in internal staff meetings.

KNOWLEDGE AND ABILITIES

Knowledge of:  Accounting principles and procedures; governmental accounting and budgeting; the uniform accounting system and financial organization and procedures of the State of California and related laws, rules, and regulations; principles of business management, including office methods and procedures; principles of public finance; business law. 

Ability to:  Apply accounting principles and procedures; analyze data and draw sound conclusions; analyze situations accurately and adopt an effective course of action; prepare clear, complete, and concise reports; establish and maintain cooperative relations with those contacted in the work; and speak and write effectively.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

· Require appropriate dress for a professional office environment.

· Require ability to effectively handle stress and deadlines in a fast-pace work environment.

· Frequent use of a personal computer, a variety of software applications, and peripherals at a work station.

· Frequent use of phone, fax, copiers and general office equipment.

· Occasional overtime as required for successful job performance.


