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                                                      CLASS:  Accounting Administrator III

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task



	1. [bookmark: _GoBack]
	Administers the development of the department’s financial accounting system(s) via verbal and/or written direction to account and report on all departmental financial transactions under the direction of the Chief, Office of Fiscal Services.

	2. 
	Administers the maintenance of the department’s financial accounting system(s) via verbal and/or written direction to account and report on all departmental financial transactions under the direction of the Chief, Office of Fiscal Services.

	3. 
	Oversees the presentation of the Department’s monthly financial statements verbally/in memo, in accordance with State legal requirements and Generally Accepted Accounting Principles under the direction of the Chief, Office of Fiscal Services.

	4. 
	Oversees in the presentation of the Department’s annual financial statements verbally/in memo, in accordance with State legal requirements and Generally Accepted Accounting Principles under the direction of the Chief, Office of Fiscal Services.

	5. 
	Directs policies, objectives, and activities of Fiscal Services verbally/in memo,  to ensure continuing operations under the direction of the Chief, Office of Fiscal Services

	6. 
	Plans policies, objectives, and activities of Fiscal Services verbally/in memo, to ensure continuing operations under the direction of the Chief, Office of Fiscal Services

	7. 
	Implements policies, objectives, and activities of Fiscal Services verbally/in memo, to ensure continuing operations under the direction of the Chief, Office of Fiscal Services

	8. 
	Advises on behalf of Executive Management verbally/in memo, on sensitive financial accounting issues in accordance with State legal requirements and Generally Accepted Accounting Principles under the direction of the Chief, Office of Fiscal Services.

	9. 
	Functions as the Chief Accounting Officer to the Executive Office and other stakeholders, via verbal direction, memo’s, presentation, training, etc.,  to ensure that sound financial accounting decisions are made and adhered to in accordance with State legal requirements and Generally Accepted Accounting Principles under the direction of the Chief, Office of Fiscal Services.

	10. 
	Through verbal and/or memo communication with subordinate supervisors,  direct staff in the development of financial accounting operations with defined plans of action with necessary time frames, resource requirements, and expectations/outcomes to ensure compliance with department goals and objectives under the direction of the Chief, Office of Fiscal Services.

	11. 
	Directs the development of proposals verbally and/or memo in order to implement the goals and objectives of the Administration that have an impact to accounting operations under the direction of the Chief, Office of Fiscal Services..

	12. 
	Ensures that financial accounting systems are developed via Directives/memo’s in compliance with SAM, and other control agencies directives to adequately protect State assets, and comply with proper internal controls using verbal communications under the direction of the Chief, Office of Fiscal Services.

	13. 
	Ensures that automated accounting system processes are maintained via Directives/memo’s with SAM, and other control agencies directives to adequately protect State assets and comply with proper internal controls using verbal communications, under the direction of the Chief, Office of Fiscal Services.

	14. 
	Oversees development of all necessary financial accounting procedures by directives/memos/verbal communication to ensure optimal performance of the organization as required by the Department of Finance, the State Controller’s Office, other fiscal control agencies, State Administrative Manual, and laws under the direction of the Chief, Office of Fiscal Services..

	15. 
	Manages the Department’s budget by directives/memos/verbal communication which includes monitoring fund conditions, reviewing expenditures, revenue, cash flow, and office/branch financial performances to ensure compliance with department policies and procedures under the direction of the Chief, Office of Fiscal Services.

	16. 
	Advises Management on Department’s budget by directives/memos/verbal communication under the direction of the Chief, Office of Fiscal Services.

	17. 
	Works directly with all control agencies by directives/memos/verbal communication/meetings as required regarding daily financial operational issues under the direction of the Chief, Office of Fiscal Services.

	18. 
	Advises Executive Management on critical issues by memos/verbal communication affecting the agency’s financial operations under the direction of the Chief, Office of Fiscal Services.

	19. 
	Advises Executive Management on proposed solutions for critical issues affecting the agency’s financial operations by memos/verbal communication under the direction of the Chief, Office of Fiscal Services.

	20. 
	Promotes customer satisfaction via counseling, team training, verbal and/or written to ensure department goals under the direction of the Chief, Office of Fiscal Services.  

	21. 
	Promotes quality service via counseling, team training, verbal and/or written to ensure department goals under the direction of the Chief, Office of Fiscal Services.  

	22. 
	Approves the fiscal impact statements included in the analysis of legislation by directives/memos/verbal communication impacting the department’s accounting operations and statewide accounting policy or procedures via signature under the direction of the Chief, Office of Fiscal Services.

	23. 
	Collaborate with the Office of Technology Resources regarding the maintenance of financial applications by directives/memos/verbal communication to ensure optimal software/hardware performance under the direction of the Chief, Office of Fiscal Services.

	24. 
	Collaborates with the Fiscal Services’ Budget and Planning Section regarding the maintenance of financial applications by directives/memos/verbal communication to ensure optimal software/hardware performance under the direction of the Chief, Office of Fiscal Services.

	25. 
	Initiates changes by directives/memos/verbal communications, presentations that promote innovative solutions to meet customer needs under the direction of the Chief, Office of Fiscal Services.

	26. 
	Provides support using resource allocation, workload allocation, training, memos, verbal communications, and presentations to lower level supervisors to assure an efficient and effective professional fiscal office under the direction of the Chief, Office of Fiscal Services.

	27. 
	Oversees administrative duties which include work allocation, training, and problem resolution via verbal and/or written communication to promote a positive and productive working environment under the direction of the direction of the Chief, Office of Fiscal Services.

	28. 
	Regulates the development of financial accounting procedures as required by the Department of Finance, the State Controller’s Office, other fiscal control agencies, laws, (State Administrative Manual) per directives and verbal discussion under the direction of the Chief, Office of Fiscal Services.

	29. 
	Recommends changes via team training, verbal and/or written communications, that promote innovative solutions to meet customer needs under the direction of the Chief, Office of Fiscal Services.
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