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FINAL TASK LISTING

                                                      CLASS:  ACCOUNTING OFFICER (SPECIALIST)

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

	Task #
	Task



	1. 
	Processes invoices for payment through the State Controller’s Office in compliance with SAM, Board of Control Rules, DPA Rules, and Government Code (including the Prompt Payment Act and Small and Minority Business sections).

	2. 
	Researches invoices for payment through the State Controller’s Office in compliance with SAM, Board of Control Rules, DPA Rules, and Government Code (including the Prompt Payment Act and Small and Minority Business sections).

	3. 
	Clears outstanding invoices (e.g. payables and receivables) payment through the State Controller’s Office in compliance with SAM, Board of Control Rules and/or DPA Rules, and Government Code (including the Prompt Payment Act and Small and Minority Business sections).

	4. 
	Audits travel expense claims for payment in accordance with various Bargaining Unit agreements, DPA Rules, IRS withholding requirements, discrepancies, SAM, and/or Government Code. 

	5. 
	Processes travel expense claims for payment in accordance with various Bargaining Unit agreements, DPA Rules, IRS withholding requirements, discrepancies, SAM, and/or Government Code.

	6. 
	Processes invoices for payment through the State Controller’s Office in the Activities Based Management Systems (ABMS), Automated Systems (e.g., Fixed Assets, LPPAS, etc.) and/or CFS Accounting For Cash Receipts/Cash Disbursements (CARD) for California State Accounting & Reporting Systems (CALSTARS) in compliance with SAM, Board of Control Rules, DPA Rules, and Government Code (including the Prompt Payment Act and Small and Minority Business sections). 

	7. 
	Analyzes the source document to determine the accuracy for processing through the State Controller’s Office in the Activities Based Management Systems (ABMS) and/or CALSTARS in compliance with SAM, Board of Control Rules, DPA Rules, and Government Code (including the Prompt Payment Act and Small and Minority Business sections).  

	8. 
	Corrects the source document for data entry into the ABMS, Automated Systems and/or CFS Accounting CARD for CALSTARS to produce claims schedule documents.

	9. 
	Researches outstanding items of the unrecovered payments report from the office Revolving Fund to correct balances in compliance with DGS internal policies and procedures.

	10. 
	Contacts other control agencies, DGS offices, other units of Accounting office, and/or various vendors relating to the payment of invoices in order to acquire any information (e.g. payment invoices, governmental rules and regulations, systems errors, etc.) using telephone, computer e-mail, and regular mail to gather correct data.

	11. 
	Prepares status reports for all functions of tasks (daily, monthly, etc.) using computer technology (e.g. Excel, Word, e-mail, etc.) to inform management of workload status and/or other issues.

	12. 
	Maintains the desk manuals (e.g. unit procedure manuals, Accounts Payable, Accounts Receivable, General Ledger, departmental manual, Uniform Code Manual, etc.) for the users with updated information in order to keep current with fiscal processes/procedures.

	13. 
	Reviews procedures for effectiveness and efficiency using analytical, verbal and written communication skills.

	14. 
	Provides recommendations to the supervisor of office policy and procedures to improve effectiveness and efficiency using analytical, verbal and written communication skills.

	15. 
	Provides customer satisfaction and quality service by promoting innovative solutions, offering options, etc., using verbal and written communication skills in order to meet the business needs of the customer.

	16. 
	Analyzes various General Ledger Accounts for fund balance; using analytical skills, technical calculators, personal computer, computer software/applications, etc., according to generally accepted accounting principles.

	17. 
	Reconciles various General Ledger Accounts for fund balance; using analytical skills, technical calculators, personal computer, computer software/applications, etc., according to generally accepted accounting principles.

	18. 
	Certifies availability of project funding for various RESD encumbrance documents by reviewing and analyzing ARF using ABMS purchasing module, analytical skills, technical calculators in order to encumber contract documents as required by Form 22 (Public Works Project Authorization and Transfer Request ).

	19. 
	Maintains subsidiary journals for accounting reports using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	20. 
	Prepares journal entries to the General Ledgers for financial account reporting using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	21. 
	Reviews General Ledger account balances for accuracy using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	22. 
	Analyzes General Ledger account balances for projections, forecasts, financial reports, etc. using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	23. 
	Reconciles the General Ledgers to the Subsidiary Ledgers, the Allotment Expenditures Ledgers and the State Controllers Office for balances using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	24. 
	Analyzes the Allotment Expenditure Ledger balances for the availability of  funds using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	25. 
	Prepares quarterly reports of account balances for projections, forecasts, financial reports, etc. using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	26. 
	Analyzes quarterly reports for availability of funds using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	27. 
	Prepares year-end financial adjusting entries for year-end closing statements and/or client review and approval using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	28. 
	Prepares year-end financial statements for submittal to the State Controller’s Office using analytical skills, technical calculators, personal computer, etc., in compliance with SAM requirements.

	29. 
	Assists in the Year-End Financial Statements for submittal to the State Controller’s Office using analytical skills, technical calculators, personal computer, etc., in compliance with SAM requirements.

	30. 
	Acts as a liaison between the various Accounting Office units, the Budget Office, and DGS Offices to resolve accounting related problems using verbal and written communication skills, and in compliance with SAM requirements.

	31. 
	Maintains invoice payment records for payment history using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	32. 
	Maintains encumbrance balances for contracts, interagency agreement and other purchase documents for current balances using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	33. 
	Reconciles encumbrance balances for contracts, interagency agreement and other purchase documents for correct payment history using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM requirements.

	34. 
	Researches claim cuts, outstanding travel advances, and unrecovered payments to clear discrepancies and correct balances using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM and DPA requirements.

	35. 
	Resolves claim cuts, outstanding travel advances, and unrecovered payments to clear discrepancies and correct balances using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM and DPA requirements.

	36. 
	Sorts incoming invoices and correspondence for distribution using analytical skills in compliance with DGS internal policies and procedures.

	37. 
	Verifies all claim schedules and remittance advices to the State Controller’s Office for payment using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM and DPA requirements.

	38. 
	Releases all claim schedules and remittance advices to the State Controller’s Office for payment using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM and DPA requirements.

	39. 
	Acts as lead person for the Accounting 1/Accounting Technician/Senior Account Clerks for guidance and training using analytical, verbal and written communication skills in compliance with SAM and DPA requirements.

	40. 
	Assists the Unit Supervisor in researching and resolving client questions for customer satisfaction using analytical, verbal and written communication skills in compliance with SAM and DPA requirements.

	41. 
	Analyzes CALSTARS records for claim corrections using analytical, verbal and written communication skills in compliance with SAM and DPA requirements.

	42. 
	Adjusts CALSTARS records for claim corrections using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM and DPA requirements.

	43. 
	Keeps clients informed on latest payment instructions (e.g., per diem rates, approved rental car companies, airlines with State contracts, etc.) for updated rules and regulations using analytical, verbal and written communication skills in compliance with statewide policies, SAM and DPA requirements.

	44. 
	Verifies vendors Federal Employers Identification Number and that valid 204 form is on file for IRS requirements using analytical, verbal and written communication skills in compliance with SAM requirements.

	45. 
	Maintains vendor files for current information using analytical skills, technical calculators, personal computer, computer software/applications, etc., in compliance with SAM and/or IRS requirements.
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