[image: ]FINAL TASK LISTING


                                                      CLASS:   ACCOUNTAINT TRAINEE
     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Audit invoices, travel claims and the Workers Compensation data file for discrepancies to ensure accuracy of information and compliance with various laws, rules, regulations and procedures by using established fiscal and program policies and procedures, computer accounting software/databases (e.g., State Controllers Office [SCO], Activity Based Management System [ABMS], File Transfer Protocol [FTP]), vendor invoices, travel expense claim STD., State Administrator Manual [SAM], established fiscal and program policies and procedures, and under the direction of the Accounting Administrator I Supervisor, and in accordance with applicable laws, rules, regulations, and procedures of SAM, Board of Control [BOC], Department of Personnel Administration [DPA],  SCO, and the Office of Fiscal Services (OFS) policies and procedures.

	2. 
	Input invoices, travel claims, and the Workers Compensation data file into the ABMS payables module in order to ensure correct issuance of monies by using computer accounting software/databases (e.g., SCO, ABMS, FTP) SAM, established fiscal and program policies and procedures, and under the direction of the Accounting Administrator I Supervisor, and in accordance with applicable laws, rules, regulations, and procedures of SAM, BOC, DPA, SCO, and the OFS policies and procedures.

	3. 
	Input equipment tag numbers and descriptions in order to maintain control of new equipment and or intangible assets purchased by the Department by using the computer accounting database Asset Administrator, computer skills, SCO Reconciliation Report and Stock Received Report (prepared by DGS offices), and under the direction of the Accounting Administrator I Supervisor, and in accordance with applicable laws, rules, regulations, and procedures of SAM, BOC, DPA, SCO, and the OFS policies and procedures.

	4. 
	Research and analyze invoice issues (e.g., holds, outstanding travel advances, claim cuts, unrecovered payments, etc.) to ensure payments to vendors and/or employees are accurate and paid in a timely fashion by using established fiscal and program policies and procedures, various reports and logs (e.g., Invoice on Hold Report, ORF Outstanding Advance Report, SCO Claim Cut Log, etc.), computer accounting software/databases (e.g., SCO, ABMS), communication, computer and writing skills, telephone, e-mail, memorandums, etc., and under the direction of the Accounting Administrator I Supervisor, and in accordance with applicable laws, rules, regulations, and procedures of SAM, BOC, DPA, SCO, and the OFS policies and procedures.

	5. 
	Resolve invoice issues (e.g., holds, outstanding travel advances, claim cuts, unrecovered payments, etc.) in order to clear discrepancies in order for payment(s) to vendors and/or employees are accurate and paid in a timely fashion by using established fiscal and program policies and procedures, various reports and logs (e.g., Invoice on Hold Report, ORF Outstanding Advance Report, SCO Claim Cut Log, etc.), computer accounting software/databases (e.g., SCO, ABMS), communication, computer and writing skills, telephone, e-mail, memorandums, etc., and under the direction of the Accounting Administrator I Supervisor, and in accordance with applicable laws, rules, regulations, and procedures of SAM, BOC, DPA, SCO, and the OFS policies and procedures.

	6. 
	Consult with control agencies, DGS programs, vendors, etc., on issues relating to payment of invoices in order to provide information by using established fiscal and program policies and procedures, communication, computer and writing skills, telephone, e-mail, memorandums, etc., and under the direction of the Accounting Administrator I Supervisor, and in accordance with applicable laws, rules, regulations, and procedures of SAM, BOC, DPA, SCO, and the OFS policies and procedures.

	7. 
	Prepare status reports for all functions of tasks (e.g., daily, monthly, etc.) to inform management of workload status and/or other issues by using computer software applications (e.g. Excel, Word, e-mail, etc.), communication, computer and writing skills, etc., and under the direction of the Accounting Administrator I Supervisor, and in accordance with OFS policies and procedures.

	8. 
	Submit status reports for all functions of tasks (i.e., daily, monthly, etc.) to inform management of workload status and/or other issues by using computer software applications (e.g. Excel, Word, e-mail, etc.), communication, computer and writing skills, etc., and under the direction of the Accounting Administrator I Supervisor, and in accordance with OFS policies and procedures.

	9. 
	Assist in the revision of various procedure manuals (e.g., Travel, CalCard, Special Invoices, and/or desk, etc.) in order to provide information, guidance and direction to staff and to ensure accuracy of information and/or improvement to accounting processes by using Microsoft Word, computer and writing skills, etc., and under the direction of the Accounting Administrator I Supervisor, and in accordance with OFS policies and procedures.

	10. 
	Provide and/or assist with cross training of peers in order to provide information, guidance, direction and to ensure accuracy and efficiency of information by using technical knowledge, internal desk procedures, manuals, etc. and under the direction of the Accounting Administrator I Supervisor, and in accordance with OFS policies and procedures.
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