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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9772-OFS/PSAS
ANALYST’S INITIALS

DATE

3/23/15


	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 I (Supv)

	POSITION NUMBER

306-248-4549-xxx

	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

 S01

	OFFICE OF

Office of Fiscal Services (OFS)
Program Support Accounting Section-West Sacramento (PSAS)

	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181 
TO
$6,437 


	SEND APPLICATION TO:

Department of General Services
Office of Fiscal Services 
Program Support Accounting Section
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

 FORMDROPDOWN 
- FLEX 8:00 a.m. to 5:00 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

Lilian Lee, SSM II
	FILE BY

4/3/15


	<br>
**PLEASE INDICATE RPA 9772-OFS/PSAS & 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>
All work is accomplished in accordance with the laws, rules, regulations, and/or guidelines of the Department of Human Resources (DHR), State Personnel Board (SPB), Department of Finance (DOF), State Controller’s Office (SCO), Federal and State laws (i.e. Americans with Disabilities Act, Family Medical Leave Act, etc.), Executive and Administrative Orders, State Administrative Manual, Bargaining Unit Agreements, the Public Employees Retirement System, CalOSHA, the Department of General Services (DGS), and Office of Fiscal Services (OFS), using the Microsoft suite of office products (Word, Excel, PowerPoint, Outlook, Access), Oracle-based DGS ABMS Modules (Financial, Human Resources, Projects), Visio and other technological and non-technological work tools.<br>



	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.
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 I (Supv)
	POSITION NUMBER

306-248-4549-xxx
	RPA NUMBER

9772-OFS/PSAS
	FILE BY


4/3/15

	<br>
ESSENTIAL FUNCTIONS<br>
<br>
Accounting Activities<br>
Directs and monitors staff that perform the following accounting related activities: <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>
· Validate charges on vendor invoices against statewide car rental contracts, SCO justification form and the Department policy on taxi cab invoices. <br>
· Identify anomalies in the use of transportation services and provide information to supervisors and managers for their review of service anomalies. <br>
· Research 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>
· Provide information as requested to management and/or outside agencies using available date obtained from internal DGS sources. <br>
· Maintain filing system of invoices using a combination of electronic data and a manual system. <br>
· Ensure prompt payment processing by the DGS Office of Fiscal Services, validate in ABMS that the invoice has not already been paid and reconcile invoice data against ABMS, properly enter the DGS fund, cost center and line item on to the DGS Payment Approval Form; and assemble and submit payment authorization/approval documents and invoices to OFS. <br>
<br>
In order to respond to special analysis requests from DGS 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 DGS. <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>
· Recommends and implements divisional policies and procedures for accounting related work processes. <br>
· Personally performs the most difficult fiscal analyses that cannot be assigned to staff due to issues of sensitivity and complexity using data gathered from a variety of sources and presents the analyses both verbally and in writing to management. <br>
<br>
GENERAL MANAGERIAL FUNCTIONS<br>
<br>
In order to lead the Program Support Accounting Section in operating effectively and to fulfill its mission, the incumbent: <br>
· Keeps up-to-date on DGS activities by attending Department management team meetings, ABMS Forums, team meetings, DGS and OFS meetings, etc., as needed. <br>
· Develops goals and objectives for the unit by assessing, anticipating and identifying the needs of DGS and section’s role in meeting those needs using various resources. <br>
· Plans day-to-day operations to institute and maintain a fair distribution of workload by utilizing effective management skills/tools in organizing, training staff, taking corrective action and directing the work activities of staff. <br>
· Maintains an efficient and cost effective workplace by directing staff in the appropriate use of information technology systems, energy efficiency, proper use of telephones, operation and appropriate use of office equipment, recycling and confidential destruction policies, etc.<br>
· Provide on the job training to the subordinate employees. <br>
· Ensure all sections of the desk manual/directive are accurate and up-to-date. <br>
<br>
Employee Leave Accounting<br>
In order to report staff time accurately to SCO for issuance of correct payroll warrants and/or to accurately report to the OFS the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with the listed guidelines, the incumbent: <br>
· Grants or denies employee requests for time off or requests to work overtime by evaluating staffing levels and workload needs. <br>
· Verifies employees have sufficient leave credits available for the request for time off by reviewing balances in PAL and manually tracking as needed. <br>
· Verifies employee PAL time is charged correctly by comparing against the alias listing or through clarification with staff. <br>
· Corrects PAL balances by entering, or directing entry, of employee’s time in the PAL system including time charged to projects, leave usage, dock, NDI, AWOL, etc. <br>
· Ensures SCO payroll warrants are accurate by entering and approving PAL time for dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date. <br>
· Facilitates the correct issuance of SCO warrants returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered by approving or disapproving PAL entries for employees within three working days after the completion of the pay period. <br>
<br>
Supervision and Employee Performance<br>
In order to supervise staff in accordance with DHR and SPB laws and rules, Bargaining Unit Agreements guidelines, DGS policies and guidelines, and Worker’s Compensation and CalOSHA guidelines: <br>
· Monitors and evaluates performance using completed employee assignments and discussions with employees; provides on-the-job training to employees using either a one-on-one approach or in group settings. <br>
· Prepares written performance evaluations using probationary reports and Individual Development Plans under established timelines. <br>
· Provides injured employee(s) with the Employee’s Claim For Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067). <br>
· Follows departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty. <br>
· Encourages staff participation in Departmental training for upward mobility purposes. <br>
· Takes corrective action to improve performance following the Department’s Constructive Intervention process. <br>
<br>
MARGINAL FUNCTIONS<br>
<br>
· Represents OFS on departmental teams that may make decisions and develop processes that provide direction to DGS, as well as to the Program Support Accounting Section. <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; and business law; principles and techniques of personnel management and supervision; and planning, organizing, and directing the work of others; the Department's Equal Employment Opportunity Program objectives; and a manager's role in the Equal Employment Opportunity Program. <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 equal employment objectives. <br>
<br>
SPECIAL PERSONAL CHARACTERISTIC <br>
· Ability to qualify for a fidelity bond. <br>
<br>
DESIRABLE QUALIFICATIONS  

<br>
· Experience in accounting related work. <br>
· Experience interpreting and applying the law, rules and regulations governing California’s accounting processes. <br>
· Experience providing leadership, vision and focus to an organization. <br>
· Experience working with Department executives and management and the ability to provide training, fiscal consultation and coaching to staff and executive management.<br>
· Experience working with the automated Activity Based Management System (ABMS), Calstars or similar automated information management systems. <br>
· Experience in evaluating and developing alternatives to resolve complex fiscal issues effectively with control agencies, internal and external customers, and others contacted during the course of work using the highest level of interpersonal and negotiating skills. <br>
· Ability to foster team environment (which includes communication, interpersonal, team leadership and conflict management skills). <br>
· Ability to understand the business needs of DGS and work in partnership with clients. <br>
· Excellent oral and written communication, planning, and creative problem solving skills. <br>
· Strong understanding of systems and electronic tools used by different departments to manage business records today and future options. <br>
· Ability to analyze systems to understand whether or not they can satisfy compliance requirements for retention, version control, timely deletion, and other key activities and otherwise are optimal for business needs. <br>
· Experience with Electronic Document and Storage Inventory is strongly preferred. <br>
<br>
ADDITIONAL DESIRABLE QUALIFICATIONS<br>
<br>
· Mature judgment, positive attitude, open-mindedness, flexibility, loyalty, poise, tact and discretion. <br>
· Effective skills in using Microsoft Word, Outlook, Excel, Access, ABMS, PAL. <br>
· Ability to work well in a team or independently and take initiative and effective action to improve/create processes and procedures. <br>
· Motivate and influence others toward effective individual or team work performance. <br>
· Organize and structure work for effective performance and goal attainment and set and balance priorities.<br>
· Experience in writing essential functions duty statements, procedures, manuals, and reports. <br>
· Comprehensive knowledge of accounting principles and practices. <br>
· Maintain confidentiality of sensitive and accounting related work. 

· Familiarity and sensitivity to the priorities, missions and goals of the Administration, Department and the Division. <br>
· Readily analyze information and draw conclusions. <br>
· Receive and follow direction from high level executive staff.

· Focus attention on details and follow work procedures. <br>
· Ensure self and subordinate employees meet deadlines. <br>
<br>
INTERPERSONAL SKILLS<br>
<br>
· Communicate confidently and courteously in a diverse community. <br>
· Commitment to quality customer service and fostering positive working relationships/partnerships. <br>
· Willingness to accept increasing responsibility. <br>
· Dependable, punctual, well-organized and detail oriented. <br>
· Work cooperatively and effectively in a matrix management environment. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
<br>
· Appropriate attire for professional office environment. <br>
· Effectively manage multiple and conflicting priorities and meet mandated timelines. <br>
· Multiple tasks with changing priorities. <br>
· Frequent and daily use of a PC and related software applications at a workstation. <br>
· Maintain required job schedule. <br>
· Extended wok hours as needed. <br>



