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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7904-OFS/PSAS
ANALYST’S INITIALS

DER

DATE

2/27/14


	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
 (Limited Term – 24 months)
	POSITION NUMBER

306-248-4179-xxx

	TENURE

LIMITED TERM – 24 months 
	TIME BASE

 FORMDROPDOWN 

	CBID

 R01

	OFFICE OF

Office of Fiscal Services

Program Support Accounting Section 

	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$3,240.00 
TO
$3,864.00 


	SEND APPLICATION TO:

Department of General Services
Program Support Accounting Section

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, 1st Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

5  FORMDROPDOWN 
- FLEX 8:00 a.m. to 5:00 p.m.
 (Limited Term - 24 Months)
	

	
	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

Kar-ron Wood, SSM I (Supervisor)
	FILE BY

March 10, 2014


	<**PLEASE REFERENCE RPA NUMBER 7904-OFS/PSAS AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION**<br>
<br>
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>
All work will be accomplished in accordance with the guidelines of the Department of General Services, State Administrative Manual, Management Memos, Department of Finance Budget Letters, DGS Procurement Division, DGS Office of Fiscal Services and State Controller’s Office, and other pertinent fiscal laws, rules, policies and procedures, and/or guidelines, while utilizing Microsoft applications, the DGS Activity Based Management System (ABMS), Internet and Intranet, and various office equipment. <br>
<br>
Under the supervision of the Staff Services Manager I (SSM I), Office of Fiscal Services, Program Support Accounting Section (PSAS), the Accountant Trainee is responsible for performing a variety of professional accounting duties of average difficulty. <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 
	POSITION NUMBER

306-248-4179-xxx
	RPA NUMBER

OFS/PSAS
	FILE BY


March 10, 2014

	ESSENTIAL FUNCTIONS<br>
In order to ensure accurate and authorized billing charges for contract, purchase documents, transportation, and miscellaneous vender Invoices: <br>
· Audit, approve and process payments for vendor invoices. <br>
· Validate charges on vendor invoices against the contract or purchase document using ABMS. <br>
· Identify anomalies in services and goods received and provide information to supervisors and managers for their review of service anomalies. <br>
· Identify billing errors or inaccuracies and notify vendor verbally or by email to correct billing. <br>
· Follow up to ensure charges were corrected by vendor on subsequent invoices. <br>
· Identify the DGS fund, cost center and line item and enter onto the DGS Payment Approval Form; and assemble and submit payment authorization/approval documents and invoices to OFS. <br>
· Initiate payment of Vehicle Maintenance invoices for the Office of Fleet and Asset Management (OFAM) by entering invoice payment information into Voyager Fleet Commander On-line. <br>
· Enter new suppliers into ABMS prior to making any invoice payments. <br>
· Prepare, review and analyze financial reports, statements, accounts, and records. <br>
<br>
In order to ensure accurate and authorized billing charges for services performed by DGS: <br>
· Researches any inquiries on Direct Pay, Intrafund and Direct Transfers for the DGS Procurement Division, the Office of State Publishing, and the Real Estate Services Division by discussing the charge with program staff and/or reviewing available accounting date. <br>
· Provides information as requested to management and/or outside agencies using available data obtained from internal DGS sources. <br>
· Maintains filing system of invoices using a combination of electronic data and a manual system. <br>
<br>
In order to ensure timely payment of services performed by DGS to external customers: <br>
· Researches customer disputes and assists DGS offices and customers in the dispute resolution process as needed. <br>
· Deposits currency, coin and checks received by DGS Offices in accordance with SRF Fiscal Services developed written Deposit Procedures. <br>
<br>
In order to respond to special analysis requests from Management for making critical decisions to resolve accounting issues under the above guidelines: <br>
· Ensures adequate fiscal information is available to perform accounting analyses and make recommendations by researching ABMS and available accounting data. <br>
· Interprets fiscal impact and program guidelines referenced in SCO Letters, OFS’ SRF Fiscal Services Directives utilizing the legal guidelines included in the Budget Act, legislation and government code that impacts RESD. <br>
· Writes and maintains an Accounting Procedures Desk Manual by researching, updating and compiling the necessary information. <br>
· Attends meetings in order to resolve accounting and billing issues by providing information or doing additional research. <br>
<br>
In order to ensure accurate and authorized direct pay billing charges for services performed by the State Fire Marshall (SFM): <br>
· On a quarterly basis, add v-lookup formulas to the Microsoft excel invoice sent from the SFM to identify the DGS office that is being billed. <br>
· Coordinates the review and approval of each line on the invoice between 5 different contacts in the Real Estate Services Division (RESD). <br>
· Represents RESD as the main point of contact for SFM invoicing questions. <br>
<br>
In order to ensure that Travel Expense Claims (TEC’s) are accurate and submitted in a timely manner to the OFS SRF Payables Unit: <br>
· Audits each TEC form to ensure compliance with SRF Fiscal Directive # 1007 and the SAM Travel Guide. <br>
· References the various rules and regulations on State business travel cited in CalHR, State Board of Control (BOC), Internal Revenue Services (IRS), SCO, Management Memos, and Administrative Orders. <br>
· Works with DGS staff to identify and correct errors made on TEC’s prior to submittal to the OFS SRF Payables Unit. <br>
<br>
In order to assist the OFS in the distribution of pay warrants/checks at the OFS check pick-up window: <br>
· Counts all checks/warrants and posts on both copies the Total Check Count on the DGS-505 Log. <br>
· Signs both copies of the DGS-505 Log and dates and circles AM or PM accordingly. <br>
· Keeps one copy of the DGS-505 Log for further processing. <br>
· Calls the appropriate DGS Office contact person that the check/warrants are ready to be picked-up. <br>
ESSENTIAL FUNCTIONS (Continued) <br>
· Verifies that the DGS employee is authorized to pick-up checks/warrants per the DGS-1. <br>
· Makes sure the authorized DGS employee counts and posts all checks/warrants being picked-up. <br>
· Makes sure the authorized DGS employee legibly signs the DGS-505 Log on the appropriate line.<br>
· Maintains the copy of the DGS-505 Log for audit purposes. <br>
<br>
MARGINAL FUNCTIONS <br>
· Acts as backup to other unit staff in their absence in order to ensure that the needs of the unit are met by assisting with workload needs and assisting customers as needed in accordance with office guidelines. <br>
· Represents the branch or division on departmental/divisional/branch teams. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  Principles, practices and trends of public and business administration, management and supportive staff services such as budgeting, personnel, and management analysis; and government functions and organization. <br>
<br>
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. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Experience in accounting related work. <br>
· Familiarity with state accounting processes and applicable laws, rules, and regulations. <br>
· Proficiency with Microsoft suite of office products and ABMS. <br>
· Ability to write comprehensively, communicate with all levels of management, including executives and peers, internal and external customers. <br>
· Ability to successfully resolved accounting/billing issues. <br>
· Experience in Oracle application. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Demonstrate dependable; responsible; positive attitude. <br>
· Analyze situations and adopt effective course of action.

· Demonstrate willingness to accept challenges, handle multiple projects simultaneously. <br>
· Demonstrate ability to effectively handle stress and deadlines. <br>
· Demonstrate knowledge of Microsoft Word, Excel, Outlook, Access, ABMS, and PAL. <br>
· Demonstrate commitment to quality customer service that exceeds the customer’s expectations. <br>
· Demonstrate excellent organizational skills. <br>
· Focus attention to detail and follow-through. <br>
· Demonstrate good attendance and punctuality record. <br>
· Communicate in a clear and concise manner. <br>
· Communicate confidently and courteously in a diverse community. <br>
· Act independently and work well as a team member. <br>
· Receive and follow direction from supervisors/leadperson. <br>
· Demonstrate a positive attitude, open-mindedness, flexibility, and tact. <br>
· Exercise a high degree of diplomacy, tact, professionalism, initiative and independence. <br>
· Act as a team or conference leader. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Wear appropriate attire for professional office environment. <br>
· Demonstrate ability to multitask, meet deadlines, and adjust to changing priorities. <br>
· Function effectively in an automated environment. <br>
· Ability to use PC and related software applications daily at a workstation. <br>
· Demonstrate willingness to work overtime as needed. <br>
· Use of phone, fax, copiers and general office equipment daily. <br>


