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                                                    CLASS:     ACCOUNTANT TRAINEE	

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	Knowledge, Skill, Ability
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	Knowledge of:

	K1. 
	General knowledge of accounting principles and procedures to effectively perform accounting functions.

	K2. 
	Basic knowledge of governmental accounting principles and procedures to effectively apply accounting principles and procedures to a governmental entity.

	K3. 
	Basic knowledge of the State budgeting process to effectively apply accounting principles and procedures to a governmental entity.

	K4. 
	Basic knowledge of accounting systems and financial organization, laws, rules, and regulations to conform to statewide accounting principles and procedures.

	K5. 
	Basic knowledge of the principles of business management, including office methods and procedures, to effectively plan, organize and successfully complete assignments.

	K6. 
	Basic knowledge of principles of public finance in order to understand the concepts of the State of California accounting system.

	K7. 
	Basic knowledge of business law to effectively interpret and apply contract terms and conditions (e.g. purchase orders, service contracts, etc.)

	K8. 
	General knowledge of personal computers, accounting and/or financial software and/or databases to effectively prepare spreadsheets, summaries and/or reports.




	




	Ability to:

	A1. 
	Ability to apply accounting principles, procedures and office methods to effectively and accurately perform accounting functions.  

	A2. 
	Ability to analyze data and draw sound conclusions to accurately process, provide, and implement accounting information.  

	A3. 
	Ability to analyze situations accurately in order to develop and adopt an effective course of action. 

	A4. 
	Ability to prepare clear, complete and concise reports in order to provide internal and external users with accurate accounting information.    

	A5. 
	Ability to make decisions and recommendations relating to professional accounting issues and/or problems in order to effectively perform accounting functions.  

	A6. 
	Ability to read, comprehend and interpret laws, rules and regulations, policies and procedures, departmental and/or program directives, reports, memos, manuals and other job related material in order to effectively apply and/or explain applicable laws, rules, regulations, etc.  

	A7. 
	Ability to communicate effectively, both oral and written, to secure and maintain the respect and cooperation with those contacted in the work (e.g., control agencies, employees, vendors, etc.)

	A8. 
	Ability to apply mathematical computations to effectively complete accounting functions and ensure accuracy of transactions performed.

	A9. 
	Ability to work under pressure of tight timeframes to effectively complete projects and/or assignments.

	A10. 
	Ability to use standard office equipment and machines including fax machine, copy machine, telephone and calculator in order to effectively complete assignments.

	A11. 
	Ability to be flexible in adapting to changes in priorities, work assignments and other interruptions that may impact completing or progressing with projects and assignments.

	A12. 
	Ability to work well with a team in a professional manner to create a positive work environment.

	A13. 
	Ability to speak and write clearly to effectively communicate in a professional manner.



	




	Special Personal Characteristics:

	SPC1. 
	Ability to qualify for a fidelity bond. 








Note:	Highlighted KSAs were eliminated from further consideration which had an EE or a CK rating of less than 1.5 and an IK Index of less than 3.0.  (See “KSA Rating Summary Worksheet.”)
Shared/Testing/Job Analysis/Initial KSA Listing – New 10/31/02
image1.png




