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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7664-OPSC
ANALYST’S INITIALS

NSP
DATE

02/28/14


	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

Associate Management Auditor
	POSITION NUMBER

306-728-4159-033
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Public School Construction
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$4619
TO
$6074


	SEND APPLICATION TO:

Office of Public School Construction

Human Resources
707 3rd Street, 9th Floor
West Sacramento, CA 95605
Attn:  Deah Welch
	REPORTING LOCATION OF POSITION

707 3rd Street, West Sacramento, CA. 95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4743
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Associate Management Auditor
	FILE BY

03-07-14


	The Department of General Services’ (DGS) Core Values are key to the success of the Department’s Mission to “Deliver results by providing timely, cost-effective services and products that support our customers.”  The Department of General Services (DGS) expects its employees to adhere to the DGS Core Values of Integrity, Accountability, Communication, Excellence, Innovation and Teamwork.  Our employees are expected to perform their duties with these values in mind. <br>
<br>
PLEASE REFERENCE RPA NUMBER 7664 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION 

<br>
ESSENTIAL FUNCTIONS <br>
<br>
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the principles and guidelines of the DGS Manuals, State Allocation Board (SAB) Regulations, Education Code, and School Facilities Program Regulations. <br>
<br>
In order to perform compliance reviews of program certifications and expenditures reported from school districts (districts) for the School Facility Program (SFP):  <br>
· Reconciles SFP expenditure reports to district budget reports, contracts, warrants, and other supporting documentation. <br>
· Verifies program certifications and reported expenditures are in compliance with SFP laws, regulations, etc. <br>
· Prepares audit work papers documenting work performed and results and findings of audit work. <br>
· Prepares a report to the district detailing findings. <br>
<br>
In order to determine the amount of the district’s contribution toward financial hardship projects: <br>
· Performs reviews of financial worksheets received from districts for the financial hardship program. <br>
· Reviews financial statements, district financial income and expenditure reports, and other supporting documentation to determine if reported district financial worksheet information is accurate. <br>
<br>
In order to contribute to the development and maintenance of the uniform standard used during SFP audits: <br>
· Assists in the training of the new auditors by explaining law, policy, and audit program requirements to new auditors. <br>
· Maintains the integrity of the audit program evaluating risk for assigned projects. <br>
<br>



	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


	 CLASS TITLE

Associate Management Auditor
	POSITION NUMBER

306-728-4159-033
	RPA NUMBER

7664-OPSC
	FILE BY


03/07/2014

	ESSENTIAL FUNCTIONS (cont’d) <br>
<br>
In order to contribute to the overall enhancement of the audit team and audit program: <br>
· Assists the team supervisor in the assigning and delegation of work activities by coordinating the assignment of audits to ensure equality of work among various auditors. <br>
· Maintains the integrity of the audit program by assisting the information systems personnel in the development of automated work paper spread sheets. <br>
· Assists management by providing initial training to new staff, being a resource of information to other staff, and coaching/mentoring subordinate staff. <br>
<br>
MARGINAL FUNCTIONS <br>
<br>
In order to gain additional knowledge of recent SAB decisions on the various School Facility projects and programs and increase knowledge of auditing methods and principles: <br>
· Attends and participates in various public meetings (i.e. legislative hearings, SAB meetings and other public forums). <br>
· Attends and participates in internal staff meetings. <br>
· Attends and participates in audit training classes. <br>
<br>
KNOWLEDGE AND ABILITIES <br>
<br>
Knowledge of: Elementary statistics; organization and management in the public and private sector, current trends, and problems in governmental management; principles of electronic data processing, the uniform accounting system, and the financial organization and procedures of the State of California, policies, rules, and regulations of the Legislature, State Controller, State Treasurer, Department of Finance, and central control agencies as they relate to State agency financial and program management activities. <br>
 <br>
Ability to: Conduct financial and management duties of a variety of State agencies, governmental jurisdictions, and other entities; make investigations of accounting and financial organization procedures and problems; communicate effectively; and analyze data and take effective action. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· A minimum of six semester units
 of accounting courses. <br>
· Ability to analyze and prepare reports and correspondence. <br>
· Proficiency with Microsoft Office applications, including Word, Excel, PowerPoint and Outlook. <br>
· Ability to apply and interpret policies, regulations, and laws of the State Allocation Board and the Office of Public School Construction pertaining to the various programs administered by those agencies. <br>
· Knowledge of principles of organizational management, accounting, auditing, and school finance with particular reference to the work within the Office of Public School Construction. <br>
· Ability to keep required job schedule and follow work rules. <br>
· Ability to focus attention on details. <br>
· Possession of a valid California Driver’s License. <br>
· Completion of the Defensive Driver Training Program, and a valid certificate. <br>
<br>

INTERPERSONAL SKILLS <br>
· Possession of excellent written and verbal communication skills. <br>
· Ability to work well with a team or independently.<br>
· Ability to function effectively as a lead person, and mentor less experienced auditors. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Requires appropriate business dress for office environment. <br>
· Requires ability to effectively handle stress and deadlines in a fast-paced work environment. <br>
· Frequent use of a personal computer, a variety of software applications, and peripherals at a workstation. <br>
· Frequent use of phone, fax, copiers and general office equipment.  <br>
· Travel throughout California as required for successful job performance (approximately 10-20%). <br>
· Occasional overtime as required for successful job performance. <br>



�I believe this is a requirement





