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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9864-OPSC
ANALYST’S INITIALS

JE
DATE

4/7/15


	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

306-728-4549-xxx

	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

 S01

	OFFICE OF

Office of Public School Construction

	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181 
TO
$6,437 


	SEND APPLICATION TO:

Department of General Services
Office of Public School Construction 
707 Third Street, 9th  Floor, Rm 115
West Sacramento, CA 95605
Attn:  Shannon martin-guzman

	REPORTING LOCATION OF POSITION

707 Third Street, 6th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
-  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)  376-5211
	PUBLIC PHONE NUMBER

(916)  376-5211
	

	
	SUPERVISED BY AND CLASS TITLE

SSM III
	FILE BY

4/21/15


	<br>
**PLEASE INDICATE RPA 9864 OPSC & 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>
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>
In order to provide fiscal control over the allocation and release of State funds, verify proper reporting of State funds, and maintain internal controls over all accounting functions: br>
· Directs preparation of the monthly Status of Funds report presented to the State Allocation Board by guiding staff, continuous oversight and review with various specialized accounting systems reports; interest expense worksheets; account receivables analysis and comparing to the report. 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

306-728-4549-xxx
	RPA NUMBER

9864-OPSC
	FILE BY


4/21/15

	<br>
ESSENTIAL FUNCTIONS<br>
· Analyzes staff’s monthly Status of Funds report by reviewing various specialized accounting systems reports; interest expense worksheets; account receivables analysis and comparing to the report. br
· Directs preparation of special accounting/financial reports regarding school facility programs by determining what information is being requested, assigning to team member and evaluating the data collected. br
· Evaluates the accounting procedures by continuously assessing processes for the compliance of Generally Accepted Accounting Principles; Government Accounting Standards Board; Government Codes and/or State Administrative Manual. br
· Attends State Controller’s Office, Department of Finance and State Treasurer’s annual review classes which provide specific individualized information of OPSC financial statements and budget submittals to gain further knowledge on areas that need improvement. Br br
· Recommends, defines, and implements processes for gathering year-end accrual information by a continual review of accounting and fiscal processes and procedures. Br br
Coordinates accounting activities with peer accounting supervisors to maintain internal controls over all accounting functions. In order to plan, oversee, and direct the work activities of staff: br
· Reviews reconciliations and accounting working papers from staff by evaluating and assessing for consistency, accuracy and completeness for the monthly fund reconciliation and timely submission of year-end financial statements. br
· Provides guidance, direction, fiscal/policy expertise to staff by continuous review of procedures and processes, including revisions to State Administrative Manual and Generally Accepted Accounting Principles, accounting working papers and issuance of management memos to staff regarding important changes to accounting procedures. br
· Establishes fiscal expectations and due dates by involving staff in planning work activities to accomplish accounting or fiscal goals and objectives to ensure the effective completion of projects and to promote team building. br
· Provides direction to the Accounting Team in the verification of internal fiscal transactions performed by direct oversight and review of staffs work activities in reference to general ledger and the allotment expenditure ledger with State Controller’s office accounts br
· Develops new changes in the accounting operations by enhancing operating standards, policies, and procedures which are reviewed for implementation on an annual or as needed basis and Accounting team is informed of the changes. br
· Coordinates the Accounting processes for all school facility programs with State Controller’s Office; State Treasurer’s Office; Department of Finance; Department of Education and other related agencies by facilitating meetings and dialog with agency representatives and evaluating objectives. br

In order to maintains the integrity of the automation and accounting processes: br
· Provides guidance in the maintenance and analysis of the accounting records by establishing procedures; reviewing processes; meeting with Team members and discussing problems. br
· Assisting the information systems personnel in the development of automated accounting programs and databases.

· Assists in development, usage, and maintenance of the California State Accounting & Reporting System (CalSTARS) and the Financial Information System for California (FI$Cal). br
· Improves work processes by participating in various interoffice meetings and brainstorming sessions for process improvement efforts such as analyzing, flowcharting, and measuring work processes for the goal of implementing automated accounting systems. br
In order to effectively hire, develop, and monitor staff, in accordance with Department of Personnel Administration (DPA) and State Personnel Board (SPB) laws and rules, Bargaining Unit MOUs, DGS policies and guidelines, and applicable state and federal laws: br
· Evaluates resources and training needs and takes appropriate action for existing and new staff by monitoring and assessing workload and promoting departmental training for upward mobility and to enhance personnel growth. br
· Establishes and applies performance standards and expectations by conducting probationary reviews, completing annual Individual Development Plans, and following the DGS Constructive Intervention process as appropriate. br
· Participates in the recruitment or promotion of employees by drafting and updating the Essential Functions Duty Statements, writing justifications, screening applications and conducting hiring interviews. br>
· Attends mandatory supervisory classes, and obtains guidance from management as needed regarding critical decisions. br>
· Administers appropriate Return-to-Work programs by providing injured employees with the Employee’s Claim for Worker’s Compensation Benefits (SCIF 3301), completing the Occupational Injury Report (SCIF 3067) and applying applicable procedures for returning employees to full duty. br>
In order to act as staff to the SAB, the incumbent must do all of the following: br>
· Participates in meetings (i.e. legislative hearings, SAB meetings and other public forums) by attending the monthly SAB meetings; meetings with local government officials, attorneys, engineers, architects, school administrators and school boards; and contact school districts, media and legislative staff in response to inquiries for construction of school facilities, modernization of school facilities, maintenance of school facilities, use of public funds, and various other program related issues. br>
· Represents the OPSC at legislative hearings and monthly SAB Implementation Committee Meetings by providing expert program testimony, by presenting staff issues for board recommendations to the SAB at meetings and other public forums. br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provisions and SPB or DPA laws and rules: br>
· Grants or denies subordinate staff requests for time off or requests to work overtime, ensuring sufficient leave credits are available for the leave requested. br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date to ensure the correct issuance of a SCO warrant on pay day. br>
· Approves or disapproves PAL entries for subordinate staff within three working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, and issuance of correct overtime pay. 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. Demonstrated ability to act independently, open-mindedness, flexibility, and tact.> br
<br>
<br>
DESIRABLE QUALIFICATIONS

· Education equivalent to graduation from college with any major. br>
· Experience in applying and interpreting policy regulations and laws. br>
· Experience and proficiency with Microsoft Word, Excel, PowerPoint and Outlook. br>
· Possession of a valid California Driver’s License. br>
· Completion of the Defensive Driver Training Program, and a valid certificate. br>
· Ability to keep required job schedule and follow work rules. br>
· Ability to focus attention on details. br>
· Ability to understand basic arithmetic computations and add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions or decimals. br>
· Ability to analyze and prepare reports and correspondence. br>
· Knowledge of principles of organizational management, accounting, and auditing, school finance with particular reference to the work within the Office of Public School Construction. br>
· Knowledge and experience with CALSTARS and FI$Cal. br>
· Experience with the development of subordinate staff. br>
· Experience delegating work assignments with successful outcomes. br>
· Experience making high level recommendations that influence policy and/or policy making decisions. br>
· Experience conveying concepts clearly before large groups of people. br>
· Experience handling multiple responsibilities while maintaining focus on the organization’s mission. br>
· Support and promote DGS’s core values. br>
<br>
INTERPERSONAL SKILLS<br>
<br>
· Ability to work well with a team or independently

· Ability to take and follow direction from supervisors. <br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
<br>
· Requires appropriate attire for professional office environment. <br>
· Requires ability to effectively handle stress and deadlines in a fast-paced work environment. <br
· Excellent written and verbal communication skills. <br
· Occasional overtime, as required, for successful job performance. <br


