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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7840, 7841, 7881, 7882,7883 OFS/CFS
ANALYST’S INITIALS

 crm
DATE

1/22/14 


	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

ACCOUNTANT TRAINEE (5 positions)

	POSITION NUMBER

306-243-4179-xxx

	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

 R01

	OFFICE OF

Office of Fiscal Services

Contracted Fiscal Services Unit 

	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$3,240.00 
TO
$3,864.00 


	SEND APPLICATION TO:

Department of General Services
Office of Fiscal Services

707 Third Street, 9th Floor, IMS Z-1

West Sacramento, CA 95605
Attn:  Randi Gutierrez
	REPORTING LOCATION OF POSITION

707 Third Street, 6th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
- FLEX 6:00 a.m. to 6:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5143
	PUBLIC PHONE NUMBER

(916)  376-5143
	

	
	SUPERVISED BY AND CLASS TITLE

Erna Balanay, Accounting Admin I (Supervisor)
	FILE BY

1/31/14 


	PENDING OHR APPROVAL<BR>

PLEASE INDICATE RPA NUMBERS 7840/7841/7881 ON YOUR APPLICATION<br>
br>
Applicants must clearly indicate the basis of the eligibility: list appointment, transfer, SROA, surplus, re-employment, or reinstatement.  All Applicants are required to submit a copy of the college transcripts with all the required courses underlined and/or diploma, and a copy of the State exam result with the application. Applications without this documentation will be rejected.<br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key 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.<br>
<br>
SELECTION CRITERIA <br>
· SROA/Surplus employees are encouraged to apply. <br>
· 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. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
The incumbent is responsible for ensuring that all his/her work is performed in accordance with the Department of General Services (DGS) policies and guidelines, State and Federal laws and rules, State Administrative Manual (SAM), Department of Personnel Administration (DPA) rules, Victims Compensation and Government Claims Board (VCGCB) rules , CALSTARS Procedures Manual, Uniform Codes Manual (UCM), Government Code, Department of Finance (DOF) Management Memos and Budget Letters,  Generally Accepted Accounting Principles (GAAP), and State Controller’s Office (SCO) rules and regulations utilizing CALSTARS, Microsoft Office (MS) and Contracted Fiscal Services (CFS) in-house automated systems in order to provide accurate and timely professional financial services to our clients and fiscal control agencies. <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

 ACCOUNTANT TRAINEE (5 positions)
	POSITION NUMBER

306-243-4179-xxx
	RPA NUMBER

7840, 7841, 7881, 7882, 7883 - OFS/CFS  
	FILE BY


1/31/14

	Under the direction of Senior Accounting Officer (Supervisor), within the Office of Fiscal Services (OFS), Contracted Fiscal Services’ Unit (CFS), Payments Section, the incumbent is responsible for the payment activities of assigned clients.  Assigned clients will be of average difficulty.  The incumbent may also be assigned to assist Senior Accounting Officers with parts of large and most complex clients’ payment activities. <br>
<br>
ESSENTIAL FUNCTIONS<br>
CFS is a section within the DGS, Office of Fiscal Services’ that offers comprehensive financial services (e.g., accounting and budgeting) performing all duties relating to accounts payable, accounts receivable, budgets, coordinate end of year fiscal requirements and prepare cash analysis reports for management of State entities with varying sizes, programs and accounting structures.  Clients can range from the least complex State entity with an average of two programs and two funding sources, moderately complex State entity with multiple programs and funding sources, to the most complex entities that require specialized accounting and financial reporting (e.g., bond and federal funds). <br>
<br>
In order to ensure accurate and timely processing of least and moderately complex clients’ payment instruments and encumbering documents, the incumbent will: <br>
<br>
· Review and analyze each payment document to ensure that it is proper, authorized, and in a form acceptable to the SCO. <br>
· Ensure the accuracy of the coding of the payment or encumbering document based on the client’s program and organization coding structure and the UCM. <br>
· Ensure that the vendor has a vendor data record form on file, if necessary. <br>
· Analyze the payment document to determine the payment method (revolving fund, expedite SCO claim or normal SCO claim) to assure timely payment of invoices in accordance with California Prompt Payment Act.  Calculate and pay late payment penalties when necessary and unavoidable. <br>
· Process all payment instruments including vendor invoices, leases, employee travel expense claims, travel advances, direct transfer journal entries and other types of payment instruments. <br>
· Process all encumbering documents including contracts, interagency agreements, purchase orders and other types of encumbering documents. <br>
· Enter/input payment transactions into CARDS and encumbering transactions into CALSTARS. <br>
<br>
Utilizing the automated payment system, CARDS, assist the Senior Accounting Officers with portions of the large complex clients payment function in order to ensure payments are made timely and accurately. <br>
<br>
In order to ensure accountability of the payment records, the incumbent will: <br>
<br>
· Maintain invoice payment records. <br>
· Maintain and reconcile encumbrance balances for contracts, interagency agreements, purchase orders, and other purchase documents. <br>
<br>
Utilizing the automated payment system, CARDS and MS Office, incumbent will resolve payment issues, such as SCO claim cuts, excessive revolving advances, or unrecovered travel advances in order to ensure assigned clients’ payments records are accurate.  Incumbent will: <br>
<br>
· Research, analyze, and resolve claim cuts. <br>
· Review and analyze open revolving fund items identified in reports and logs such as the Aging Report, and the SCO Claim Cut Log. <br>
· Contact control agencies, clients, other units of the Accounting Office and various vendors to resolve payment issues and discrepancies. <br>
<br>
Review and understand current fiscal policies and procedures in order to keep up with the latest changes.  This includes reviewing DGS’ Management Memos, CALSTARS Operations Memorandums, DPA rules, Collective Bargaining Units’ MOUs, DOF memos and Budget Letters, SAM, and Government Code. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
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. <br>
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; make sound decisions and recommendations in regard to the professional accounting problems in maintaining control of a departmental budget; establish and maintain cooperative relations with those contacted in the work; and speak and write effectively. <br>
<br>
SPECIAL PERSONAL CHARACTERISTIC<br>
· Ability to qualify for a fidelity bond. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Ability to act independently. <br>
· Ability to organize, set priorities, and work on multiple tasks. <br>
· Ability to work under time constraints and focus attention on detail. <br>
· Ability to provide excellent customer service. <br>
· Knowledge of accounts payables. <br>
<br>
INTERPERSONAL SKILLS<br>
· Interact successfully in a team environment. <br>
· Foster a team environment and provide positive direction. <br>
· Take and follow directions from supervisors. <br>
· Ability to act independently, display open-mindedness, flexibility and tact. <br>
· Promote and be accountable for customer satisfaction and quality service. <br>
· Efficiency, conscientiousness, and professionalism. <br>
<br>
WORK ENVIRONMENT, MENTAL AND PHYSICAL ABILITIES<br>
· Appropriate attire for an office environment.<br>
· Requires ability to effectively handle stress and meet deadlines. <br>
· Frequent daily use of a personal computer, environment related application software,                                                 
peripherals, and calculator at a workstation. <br>
· Requires effectiveness in completing assignments having frequent deadlines and changing priorities. <br>



