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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9276-OFS/SRF
ANALYST’S INITIALS

der
DATE

11/6/14


	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

ACCOUNTING ADMINISTRATOR II

	POSITION NUMBER

306-234-4542-001

	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

 S01

	OFFICE OF

Office of Fiscal Services (OFS)
Service Revolving Fund Unit (SRF)

	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,688 
TO
$7,068 


	SEND APPLICATION TO:

Department of General Services
Office of Fiscal Services (OFS)
Service Revolving Fund Unit (SRF)

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

West Sacramento, CA 95605
Attn:  Randi Gutierrez

	REPORTING LOCATION OF POSITION

707 Third Street, 10th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
- FLEX 7:00 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

Fee Chang, AA III 
	FILE BY

11/17/14


	<br>
**PLEASE INDICATE RPA 9276-OFS/SRF & BASIS OF ELIGIBILTY ON YOUR APPLICATION**<br>
<br>
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations.

<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>
Under the general direction of an Accounting Administrator III (AA III), the incumbent in this position will perform as a multi-sectional supervisor for three critical operational units in the Office of Fiscal Services (OFS)/Service Revolving Fund Unit (SRF).  These units are General Ledger and Accounts Receivables and Financial Analysis unit.<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
ACCOUNTING ADMINISTRATOR II
	POSITION NUMBER

306-234-4542-001
	RPA NUMBER

9276-OFS/SRF
	FILE BY


11/17/14

	ESSENTIAL FUNCTIONS<br>
· Responsible for the presentation of the Department of General Services (DGS) monthly and annual financial statements in accordance with State legal requirements and Generally Accepted Accounting principles (GAAP).<br>
· Provide leadership and direction to staff involved with the preparation and dissemination of year-end financial statements for the Services Revolving Fund and other special funds; ensure these reports meet State Controller’s Office and Department of Finance guidelines. <br>
· Perform high level technical analysis of accounts by performing final review of year-end reconciliation process to validate Departmental account balances. <br>
· Oversee the DGS financial accounting system or the Activity Based management System (ABMS).  ABMS is Oracle’s Governmental Financials application and is used to account and report on all departmental financial transaction. <br>
· Serves as a critical resource in advising and acting on behalf of the Accounting Office on sensitive financial accounting issues. <br>
· Works directly with all control Agencies such as State Controller’s Office, Department of Finance and State Treasurer's Office as required regarding daily financial operational issues and responding to major audit issues. <br>
<br>
Participates as a member of the Management team for the Fi$Cal project, providing an overall perspective of the entire organization from a financial management/program integration basis.  This includes: <br>
· Provide input and/or resources for activities necessary to achieve successful transition to the Fi$Cal Financial modules (Project Costing and billing, Accounts Payable, Accounts receivable, and general Ledger) including gap analysis, data conversion and configuration, testing, training, communication and other critical activities. <br>
· Collaboration with programs to ensure the design, development, and implementation of the system address statewide and departmental needs for applicable business functions and applies best business practices. <br>
· Reviews and guides the analysis of existing policies, standards, and procedures to assess the opportunities for process re-engineering. <br>
· Present best business practices based on research as it applies to departmental and statewide financial management systems. <br>
<br>
Perform administrative duties, such as, recruiting, training, and evaluating staff.  Coordinate the preparation of performance reports and personnel actions; serve on oral panels; develop and implement training plans; develop and review procedures for effectiveness and efficiency; and, coordinate workload. <br>
<br>
Directs staff in the development and maintenance of financial accounting operations with defined plans of action with necessary time frames, resource requirements, and expectations/outcomes and ensure that accounting systems and processes are developed and maintained to adequately protect state assets and comply with proper internal controls. <br>
<br>
MARGINAL FUNCTIONS

· Responsible for the fiscal impact statements included in the analysis of legislation impacting the department’s accounting operations and statewide accounting policy or procedures. <br>
· Performs other duties as required to ensure successful implementation of the Fi$Cal Project. <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; and business law, principles and techniques of personnel management and supervision; and planning, organizing, and directing the work of others; the department's the Equal Employment Opportunity Program objectives; and a manager's role in the Equal Employment Opportunity Program and the processes available to meet the Equal Employment Opportunity objectives. <br>
<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, plan, organize, and direct the work of others; and effectively contribute to the department's the Equal Employment Opportunity objectives. <br>
<br>
SPECIAL PERSONAL CHARACTERISTIC

· Ability to qualify for a fidelity bond.

<br>
DESIRABLE QUALIFICATIONS<br>
· Excellent managerial skills. <br>
· Excellent analytical skills. <br>
· Excellent communication skills (written and verbal). <br>
· Excellent organizational and leadership skills. <br>
· Flexible. <br>
· Customer service oriented. <br>
· Knowledge of automated financial accounting applications. <br>
<br>
ADDITIONAL DESIRABLE QUALIFICATIONS<br>
· Preferred additional education includes courses in statistics, business finance, mathematics, college composition, speech/oral communications and/or business composition. <br>
<br>
· WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Appropriate attire for an office environment. <br>
· Requires ability to effectively handle stress and meet deadlines. <br>
· 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>


