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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9948-OFS/SRF
ANALYST’S INITIALS

SM
DATE

8/6/15


	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 II

	POSITION NUMBER

306-245-4542-xxx

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

 S01

	OFFICE OF

Office of Fiscal Services
Service Revolving Fund Unit

	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento, CA
	 FORMDROPDOWN 
 SALARY

$5,830 
TO
$7,245 


	SEND APPLICATION TO:

Department of General Services
Office of Fiscal Services (OFS)
707 Third Street, 9th  Floor, IMS Z-1

West Sacramento, CA 95605
Attn:  Randi Gutierrez

	REPORTING LOCATION OF POSITION

707 Third Street, 9th Floor, West Sacramento, CA 
	

	
	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

8/19/15


	**PLEASE INDICATE RPA 9948-OFS/SRF & BASIS OF ELIGIBILTY ON YOUR APPLICATION** <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>

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>
<br>
This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br>
Core Competencies <br>
FI$Cal is a matrix organization. The incumbent is working collaboratively in a team environment to carry out his/her duties and takes day-do-day direction from his/her project supervisor. Team members in a matrix organization will: <br>
· Understand the relationship and work successfully and confidentially in the matrix. <br>
· Clearly identify and articulate risks and issues when discovered. <br>
· Expeditiously resolve those issues. <br>
· Collaboratively work on those issues in a cross-functional, matrix organization to develop solutions that are best for California as a whole. <br>
<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 II
	POSITION NUMBER

306-245-4542-xxx
	RPA NUMBER

9948-OFS/SRF
	FILE BY


8/19/15

	DUTIES <br>
fillin "Type Summary;F9 to continue" \d ""Under the general direction of an Accounting Administrator III (AA III) and Department of General Services (DGS), this position works as part of the multi-disciplinary project team on the FI$Cal project as a team member to ensure smooth transition from the DGS program legacy system (ABMS) to FI$Cal system. This position is a contributing and participating member of the Project Team that is jointly responsible for the redesign and modernization of the State’s business processes. This is position will lead/manage FI$Cal help desk for DGS accounting and Contracted Fiscal Services Client Agencies. <br>
<br>
ESSENTIAL FUNCTIONS<br>
<br>
The following specific tasks are performed for the Project by this position relative to asset management, budgeting, accounting, financial reporting, and other financial management related work and include all the related integration points and affected business functions. This position may directly perform, supervise, and/or lead a group of professional and analytical staff and other business staff and allocate staff resources to meet demands in the performance of their specific duties. Candidate must be able to perform the following essential functions with or without reasonable accommodation. <br>
<br>
All work is to be accomplished in accordance with all applicable federal and State laws, rules, regulations and/or guidelines of the Department of General Services (DGS), Department of Finance, FI$Cal, and the State Administrative Manual. Candidate must be able to perform the following essential functions with or without reasonable accommodation. <br>
<br>
Serves as the DGS/FI$Cal liaisons to ensure end-to-end processes of FI$Cal implementation while applying a working level knowledge of accounting, budgeting, procurement, and human resources are satisfied. The incumbent will exercise a high degree of initiative, independence of action and originality; and demonstrate tact and exercise sound judgment that recognizes the best interests of the state and the Project. The incumbent will be sufficiently empowered with authority and actively participate in business process redesign and make decisions on behalf of DGS. This includes the following: <br>
· Participate in a team environment that includes activities necessary to achieve a successful implementation of the FI$Cal Project.  The implementation activities include: collaboration, development, and review of detailed system requirements, gap analysis, design, configuration, installation, testing, training, deployment, process re-engineering, change management, communication, and other activities. <br>
· Participate in the identification, development, and implementation of policies on a statewide and departmental level for the implementation and transition from existing processes and systems to a new statewide, integrated system and new processes.  Approval of policies is made by the applicable authorizing authority, i.e., DOF, SCO, STO, DGS, DPA, SPB, etc. <br>
· Participate in project planning, costing, and funding. <br>
· Participate in project activities including the development and management of business requirements, procurement of contracted services and system technology, system development and testing, business process re-engineering, workforce transition, and training. <br>
· Review and recommend approval of key business-related project deliverables. <br>
· Develop and manage system requirements reflecting the State of California’s business functions. <br>
· Provide input into project risk and issue efforts, and resolve as assigned. <br>
· In conjunction with the Department of Finance, Fiscal Systems and Consulting Unit (FSCU), the Department of General Services, the State Treasurer's Office, and the State Controller's Office, make recommendations to ensure that the project requirements provide for sound fiscal control over the receipts and disbursements of public funds. <br>
Participates as a member of the Business Team for the Fi$Cal project, providing an overall perspective of the entire organization from a financial management/program integration basis. This includes: <br>
· Work with stakeholders to ensure the design, development, and implementation of the system addresses statewide and departmental needs for applicable business functions and applies best business practices. <br>
· Analyze existing policies, standards, and procedures to assess the opportunities for process re-engineering. <br>
· Participate in the development of statewide policies, standards, and procedural issues related to the implementation of the system. <br>
· Present best business practices based on research as it applies to departmental and statewide financial management systems. <br>
· Act as liaison between the FI$Cal project and DGS and state policy entities, including OMB, GASB, FSCU and DOF, the Treasury Department, and GFOA, and GSA. <br>
<br>
To develop recommendations regarding FI$Cal activities for FI$Cal and DGS Management, the incumbent: <br>
· Prepare status reports and updates for project management. <br>
· Develop and present analyses, issue papers, and memoranda to support the decision-making of senior managers and policy makers as assigned by the project management. <br>
· Prepare and manage documentation needed to meet administrative and contractual reporting requirements. <br>
· Maintain regular communication and inform executive-level management of all issues related to the specified functional business areas. <br>
<br>
Perform administrative duties, such as, recruiting, training, and evaluating staff.  Coordinate the preparation of performance reports and personnel actions; serve on oral panels; develop and implement training plans; develop and review procedures for effectiveness and efficiency; and, coordinate workload.<br>
<br>
MARGINAL FUNCTIONS<br>
· Attend training classes as needed. Completes all team training requirements satisfactorily. <br>
· Performs other duties as required to ensure successful implementation of the FI$Cal Project. <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 (EEO) objectives; and a manager's role in the EEO Program and the processes available to meet EEO 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 EEO objectives. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Knowledge and ability to learn modern information technology processes. <br>
· Knowledge and ability to learn and understand the technical aspects of modern information technology management systems. <br>
· Ability to acquire and apply knowledge of information technology processes and systems to the business analyst function. <br>
· Thrive in a collaborative, dynamic matrix organization. <br>
· Enjoy working in a challenging environment. <br>
· Adjust to evolving priorities and challenges. <br>
· Work as a team member to meet goals and objectives.

· Show dedication and have the ability to meet tight deadlines. <br>
· Communicate diplomatically and effectively, both orally and in writing. <br>
· Logically plan and organize the work. <br>
· Establish and maintain effective professional working relationships. <br>
· Use initiative and independent judgment in resolving issues. <br>
· Recognize, support, and perform in the project environment. <br>
· Ability to work under pressure to meet deadlines. <br>
· Willingness to work excess hours to achieve project schedule requirements. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Perform all functions and duties under guidance of the Project’s core values. <br>
· Use tact and interpersonal skills to develop constructive and cooperative working relationships with all involved. <br>
· Recognize staff for outstanding performance to foster teamwork and to improve morale. <br>
· Promote training to develop staff proficiency. <br>
· Review and improve high profile work to ensure accuracy and validity. <br>
· Ability to work with confidential and/or sensitive information and maintain confidentiality. <br>
· Ability to qualify for a fidelity bond. <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>



