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                                                      CLASS:  Accounting Administrator I (Specialist)

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 
	Reviews and interprets departmental fiscal policies and procedures for compliance with the state rules and regulations, and as they relate to the department’s fiscal needs by using computer accounting software/databases, (e.g., SCO, ABMS, CALSTARS, etc.) and manuals (e.g., SAM, UCM and/or desk manuals, etc.) at the direction of management. 

	2. 
	Develop departmental fiscal policies and procedures for compliance with the state rules and regulations, and as they relate to the department’s fiscal needs by using computer accounting software/databases, (e.g., SCO, ABMS, CALSTARS, etc.) and manuals (e.g., SAM, UCM and/or desk manuals, etc.) at the direction of management. 

	3. 
	Monitor departmental fiscal policies and procedures for compliance with the state rules and regulations, and as they relate to the department’s fiscal needs by using computer accounting software/databases, (e.g., SCO, ABMS, CALSTARS, etc.) and manuals (e.g., SAM, UCM and/or desk manuals, etc.) at the direction of management.

	4. 
	Resolves financial issues that may impact the department’s programs and operations utilizing state rules and regulations (e.g., SAM, GAAP, CALSTARS or ABMS, etc.) to ensure accurate financial statements at the direction of management.

	5. 
	Processes various accounting transactions (i.e., deposits, encumbrances, payments, etc.) to administer accounting programs by using computer accounting software/databases, accounting principles, departmental directives, state fiscal policies and procedures, and accounting manuals at the direction of management.

	6. 
	Prepares various accounting reports to provide information and/or recommendation to program staff and management for making program financial decisions by using computer accounting software/databases, departmental directives, state fiscal policies and procedures, at the direction of management.

	7. 
	Reconciles various accounting records (e.g., cash, appropriations, fund balance, general ledger, etc.) for ensuring accuracy of fiscal accounts and availability of funds, as they relate to the department’s  fiscal needs by using computer accounting software/databases, manuals, accounting principles,  in accordance with state  fiscal policies and procedures.

	8. 
	Establishes procedure manuals (e.g., ABMS, CALSTARS, CARD, and/or desk, etc.) for fiscal/accounting modules to provide information, guidance and direction to staff to ensure accuracy of information and/or improvement to accounting processes as they relate to the unit/program fiscal needs by using computer software applications and writing skills at the direction of management and in accordance with state policies and procedures.   

	9. 
	Updates procedure manuals (e.g., ABMS, CALSTARS, CARD, and/or desk, etc.) for fiscal/accounting modules to provide information, guidance and direction to staff to ensure accuracy of information and/or improvement to accounting processes as they relate to the unit/program fiscal needs by using computer software applications and writing skills at the direction of management and in accordance with state policies and procedures.   

	10. 
	Monitors clients’ or DGS offices’ administrative and fiscal controls to ensure compliance with state and departmental policies and procedures (e.g., SAM, DPA, DOF, etc.) by using computer accounting software/data bases at the direction of management.

	11. 
	Develop procedures to correct audit findings and prevent future audit findings by utilizing various rules and regulations (e.g., SAM, GAAP, CALSTARS or ABMS, etc.) by using computer software/databases (e.g., Microsoft Office, Internet, etc.) at the direction of management.

	12. 
	Analyze and interpret financial reports using computer software/data bases to ensure the integrity of the departments’ financial condition and identifies options for managements’ decisions utilizing various rules and regulations (e.g., SAM, GAAP, CALSTARS, etc.) at the direction of management.

	13. 
	Develops statistical financial data (e.g., adhoc reports, cost benefit analysis, etc.) to respond to internal (i.e., program staff, management, directorate, etc.) and external stakeholders (e.g., DOF, legislature, media, etc.) utilizing data retrieval systems (CALSTARS or ABMS, etc.) at the direction of management.

	14. 
	Acts as liaison between accounting office and management and program units by providing information, recommendation and/or assistance for making program financial decisions as they relate to the unit/program fiscal needs by using computer accounting software/databases (e.g., SCO, ABMS, CALSTARS, and/or CARD databases), electronic data sources (e.g., e-mail, fax, etc.,) telephone, meetings, interpersonal skills, fiscal and program policies and procedures, etc, (e.g., SAM, UCM, and/or desk manuals, etc.), at the direction of management.

	15. 
	Coordinates special projects involving the interfacing of database applications and/or automating of paperless processes to ensure the efficiency and integrity of fiscal/accounting functions by using various databases (e.g., ABMS, SCO, etc.) and working with various public and private entities at the direction of management. 

	16. 
	Assists with the maintenance of ABMS, CALSTARS, and/or CARD to ensure financial data is current and accurate by using various financial modules (e.g. Payables, Receivables, Purchasing, Projects, General Ledger, etc.) at the direction of management.

	17. 
	Acts as lead person by performing various tasks (e.g., on-the-job training, guidance and resolving accounting issues with fiscal/accounting staff) to ensure knowledge and skills needed to effectively complete work assignments by using oral and written communication skills, computer software/databases, manuals (e.g., SAM, UCM and/or desk manuals, etc.), fiscal and program policies and procedures at the direction of management.

	18. 
	Conducts training for departmental staff and clients to provide program knowledge, new or revised procedures and/or policies by using oral and written communication skills, computer software/databases, audio-visual aids, and handouts at the direction of management.

	19. 
	Communicates in a professional and effective manner with those contacted in the work (e.g., management, departmental staff, clients, control agencies, etc.) by using interpersonal skills and tact to establish and maintain effective working relationships at the direction of management.
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