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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8701 - OPSC
ANALYST’S INITIALS

LEW
DATE
 7/17/14


	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
	POSITION NUMBER

 306-728-4179-XXX

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

OPSC-Administrative Services 
	LOCATION OF POSITION (CITY or COUNTY)

                         West Sacramento
	 FORMDROPDOWN 
 SALARY

Acct. Tr.
$3,305 – $3,941

	SEND APPLICATION TO:
Department of General Services
Attention:  Deah Welch
707 Third Street, 9th Floor

West Sacramento, CA 95798-9052
 
	REPORTING LOCATION OF POSITION

   707 Third Street 6th Floor, West Sacramento

	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	HR/PL PHONE NUMBER

916 375-4743
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  Debra Morton, Accounting Administrator I (Sup)
	FILE BY

7/24/14

	<strong> Please indicate RPA number 8701 on your state application <br>
<br>
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. <br>
SELECTION CRITERIA  <br>
· Please submit a completed State Application (STD 678). <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. 
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s 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 is to be accomplished in accordance with the guidelines of the Department of General Services (DGS), Administration Division (AD), Office of Business and Acquisition Services’ (OBAS) utilizing Strategic Plans, DGS and OBAS Policy Manuals and Memorandums, State Administrative Manual, State Contracting Manual and SRF directives. br
br
ESSENTIAL FUNCTIONS br
br
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: br
br
In order to ensure accountability of all financial transactions in compliance with applicable laws and guidelines: br
· Analyze and research transactions for posting to 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.

· Post batch transactions to CALSTARS.

· Assists 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.

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

 306-728-4179-XXX
	RPA NUMBER

 8701- OPSC
	FILE BY


 7/24/14

	ESSENTIAL FUNCTIONS (Cont’d) br>
<br> 
In order to properly prepare financial statements in compliance with applicable laws and guidelines: <br> 
· Using the automated process for CALSTARS, reconcile various funds to the SCO records and ensure the funds are reconciled on a monthly basis.

· Assists 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 financial statements submitted to the SCO. <br> 
<br> 
In order to reconcile the administrative costs for the bond funds: <br> 
· Update the Administrative Cost report on a monthly basis to include all transactions posted by the SCO for Budget Act appropriations by fiscal year.
· Review the monthly SCO reports and post all transactions for statewide cost and bond expense to Administrative Cost Report for the SFP funds. <br> 
<br> 
MARGINAL FUNCTIONS <br> 
In order to gain additional knowledge of recent SAB decisions on the various school facility projects and programs: <br> 
· Attends and participates in various public meetings (i.e., legislative hearings, SAB meetings, and other public forums).
· Attends and participates in internal staff meetings. <br> 
<br> 
KNOWLEDGE, SKILLS 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. 

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> 
DESIRABLE QUALIFICATIONS <br> 
· Ability to keep required job schedule and follow work rules.

· Ability to focus attention on details.

· Possession of a valid California Driver’s License.
· Completion of the Defensive Driver Training Program, and a valid certificate. <br> 
<br> 
INTERPERSONAL SKILLS <br> 
· Possession of excellent written and verbal communication skills.

· Ability to work well with a team or independently.
· Ability to take and follow direction from supervisor. <br> 
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Requires appropriate dress for a professional office environment.

· Requires 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. <b


