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FINAL TASK LISTING

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

	Task #
	Task



	1. 
	Supervises the development of the department’s financial accounting system(s) via verbal and/or written direction to account and report on all transactions under the direction of the Accounting Administrator III.

	2. 
	Supervises the maintenance of the department’s financial accounting system(s) via verbal and/or written direction to account and report on all transactions under the direction of the Accounting Administrator III.

	3. 
	Supervises in the presentation of the monthly reconciliation(s) and financial statements via verbal and/or written direction in accordance with State legal requirements and Generally Accepted Accounting Principles under the direction of the Accounting Administrator III.

	4. 
	Supervises in the presentation of the annual reconciliation(s) and financial statement verbally or in memos in accordance with State legal requirements and Generally Accepted Accounting Principles under the direction of the Accounting Administrator III.

	5. 
	Supervises the implementations of changes to the financial accounting systems including the installation or integration of major software applications in verbal and/or written direction to ensure effective operations under the direction of the Accounting Administrator III.

	6. 
	Supervises the financial project accounting services for project units such as construction projects in verbal and/or written direction under the direction of the Accounting Administrator III.

	7. 
	Supervises the development of training classes on department financial accounting system(s) to ensure staff development in verbal and/or written direction under the direction of the Accounting Administrator III.

	8. 
	Supervises the administration of training classes on department financial accounting system(s) to meet training needs in verbal and/or written direction under the direction of the Accounting Administrator III.

	9. 
	Coordinates the updates to financial accounting system(s) user manuals and processing procedures using SAM, SCO, Budget Directives, etc. to ensure State legal requirements and Generally Accepted Accounting Principles under the direction of the Accounting Administrator III.

	10. 
	Supervises future version upgrades to the financial accounting system(s) (i.e. Project Costing and Billing, Accounts Payable, Purchasing, Accounts Receivable, and General Ledger) to ensure stable performance while in compliance with department  goals and objectives in verbal and/or written direction under the direction of the Accounting Administrator III.

	11. 
	Provides direction to lower level supervisors (via verbal direction, memo’s, presentation, training, etc.) to assure an efficient and effective professional fiscal office under the direction of the Accounting Administrator III.

	12. 
	Provides support to lower level supervisors (via verbal direction, memo’s, presentation, training, etc.) to assure an efficient and effective professional fiscal office under the direction of the Accounting Administrator III.

	13. 
	Oversees administrative duties (via verbal direction, memo’s, presentation, training, etc.) to discuss and resolve matters which include work allocation, resource allocation, training, and problem resolution to ensure office goals and objectives under the direction of the Accounting Administrator III.

	14.  
	Makes recommendations for personnel actions verbally or though written documentation to promote a positive and productive working environment under the direction of the Accounting Administrator III.  

	15. 
	Motivates employees with encouragement, counseling, team training, verbal and/or written direction to achieve peak performance under the direction of the Accounting Administrator III.

	16. 
	Advises staff and stakeholders via Directives/memos on implementation of new fiscal policies in order to ensure compliancy under the direction of the Accounting Administrator III.

	17. 
	Works directly with all control agencies via computer/telephone/meeting as required regarding daily financial operational issues to ensure compliance under the direction of the Accounting Administrator III.

	18. 
	Promotes customer satisfaction via counseling, team training, verbal and/or written to ensure goals and objectives under the direction of the Accounting Administrator III.

	19. 
	Promotes quality service via counseling, team training, verbal and/or written to ensure goals and objectives under the direction of the Accounting Administrator III.

	20. 
	Supports the policies of Fiscal Services (via verbal direction, memo’s, presentation, training, etc.) to ensure continuing operations under the direction of the Accounting Administrator III.

	21. 
	Supports the objectives of Fiscal Services (via verbal direction, memo’s, presentation, training, etc.) to ensure continuing operations under the direction of the Accounting Administrator III.

	22. 
	Supports the activities of Fiscal Services (via verbal direction, memo’s, presentation, training, etc.) to ensure continuing operations under the direction of the Accounting Administrator III.

	23. 
	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), Uniform Code Manual, (via verbal direction, memo’s, presentation, training, etc.) under the direction of the Accounting Administrator III.

	24. 
	Communicate and report to office management, Accounting Administrator III and Executive level, information to provide recommendation or seek policy level guidance using verbal, written documents and/or presentations. 

	25. 
	Provide input to Administration initiatives, fiscal impact of budget change proposals, analysis of legislation, using knowledge of governmental accounting and budgeting principals.


