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FINAL TASK LISTING

                                                      CLASS:  ACCOUNTANT I (SPECIALIST)

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

	Task #
	Task



	1. 
	Audits invoices for payment through the State Controller’s Office (SCO) in compliance with the State Administrative Manual (SAM), Board of Victims Compensation and Government Claims Board (BVCGCB), Department of Personnel Administration (DPA), Prompt Payment Act, Small and Minority Business sections, Uniform Codes Manual (UCM), and government codes utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	2. 
	Enters invoice data into the Activity Based Monitoring System (ABMS) and/or Contracted Fiscal Services (CFS) Cash Accounting Receipt Disbursement (CARD) system for CALSTARS, to produce claim schedule documents in accordance with various Bargaining Unit agreements, DPA, Internal Revenue Service (IRS) withholding requirements utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.    

	3. 
	Audits travel expense claims to ensure accuracy and compliance with various Bargaining Unit agreements, DPA,  IRS withholding requirements utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.    

	4. 
	Enters travel expense claim data into ABMS and /or CFS CARD system for CALSTARS to produce claim schedule documents in accordance with various Bargaining Unit agreements, IRS withholding requirements utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management. 

	5. 
	Contacts control agencies, various DGS offices, units within the Office of Fiscal Services (OFS), and/or various vendors to acquire accounting information (i.e., payment invoices, governmental rules and regulations, system errors, unrecovered payments, etc.) utilizing analytical skills, calculators, personal computer, computer software/applications, telephone, email, regular mail, interagency mail under the general direction of management.    

	6. 
	Maintains the unit Procedure Manual, Accounts Payable Manual, Accounts Receivable Manual, General Ledger, Departmental Manual, Uniform Code Manual in order to train and update users with information and fiscal processes/procedures utilizing management memos, SAM, Budget Letters, Department Policies and Procedures, CALSTARS, UCM under the general direction of management.

	7. 
	Creates documents for the unit Procedure Manual, Accounts Payable Manual, Accounts Receivable Manual, General Ledger, Departmental Manual, Uniform Code Manual in order to train and update users with information and fiscal processes/procedures utilizing personal computer, computer software/applications, management memos, SAM, Budget Letters, Department Policies and Procedures, CALSTARS, UCM under the general direction of management.

	8. 
	Provides customer quality service, innovative solutions and options in accounting matters to meet the business needs of the customer utilizing written and verbal communication, analytical skills, calculators, telephone, email, regular mail,  interagency mail, personal computer, computer software/applications under the general direction of management.

	9. 
	Posts journal entries into CALSTARS system to produce financial account reports utilizing transaction codes, analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	10. 
	Creates year-end accrual reports in accordance with SAM requirements to provide year-end reports for financial statements and budgeting utilizing actual and estimated data from management, analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	11. 
	Maintains invoice payment records to provide invoice payment history records/reports utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	12. 
	Encumbers contracts, interagency agreements, and other purchase documents in order to maintain balances utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	13. 
	Reconciles contracts, interagency agreements, and other purchase documents in order to maintain balances utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	14. 
	Maintains encumbrance balances for contracts, interagency agreements, and other purchase documents to ensure correct payment history in accordance with SAM requirements utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	15. 
	Researches discrepancies on claim cuts and unrecovered payments to correct and clear balances in accordance with SAM and DPA requirements utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.   

	16. 
	Date stamps and sorts incoming invoices and correspondence daily in order to process accounting documents and to ensure compliance with the Prompt Payment Act, DGS policies and procedures utilizing general office and mail equipment under the general direction of management.   

	17. 
	Verifies all claim schedules and remittance advices to produce payment by submitting to SCO in accordance with SAM and DPA requirements utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.    

	18. 
	Researches questions to provide answers on fiscal processes/services posed by internal/external customers utilizing BVCGCB, DPA, Government codes, SMB, UCM, Internet  under the general direction of management.    

	19. 
	Keeps clients informed on latest payment instructions to provide knowledge and information to clients and staff on updated rules and regulations analytical skills, calculators, personal computer, computer software/applications under the general direction of management.     

	20. 
	Processes/reconciles monthly client charges to produce customer invoices for appropriate billing in accordance with departmental billing procedures utilizing ABMS, analytical skills, calculators, personal computer, computer software/applications under the general direction of management.    

	21. 
	Enters monthly staff and contractor charges to produce customer invoices for appropriate billing in accordance with departmental billing procedures utilizing ABMS, analytical skills, calculators, personal computer, computer software/applications under the general direction of management.    

	22. 
	Reviews and approves cash and check deposits to account for incoming revenue and produce cash flow records utilizing reports of collection, reports of deposit, analytical skills, calculators, personal computer, computer software/applications under the general direction of management. 

	23. 
	Verifies each vendor’s information to ensure a valid STD 204 form with a Federal Employers Identification Number is on file in accordance with Department of Finance and SAM utilizing verbal and written communication skills, analytical skills, calculators, personal computer, computer software/applications under the general direction of management.    

	24. 
	Maintains vendor files and document authorization files (DGS1) to produce current information utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.    

	25. 
	Reviews/enters vendor authorization requests for input into CARD and ABMS system to produce revolving fund checks in accordance with various Bargaining Unit agreements, IRS withholding requirements utilizing analytical skills, calculators, personal computer, computer software/applications under the general direction of management.


Shared/Testing/Job Analysis/Initial Task Listing – New 08/28/07


