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FINAL TASK LISTING

                                                      CLASS:  SENIOR ACCOUNTING OFFICER (SPECIALIST)

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

	Task #
	Task



	1. 
	Reviews and analyzes various fiscal/accounting documents and/or information (e.g., Activity Based Management System [ABMS], California State Accounting and Reports Systems [CALSTARS] and CFS for Cash Receipts/Cash Distribution [CARD] databases, vendor payments, purchase documents, contracts, ledger balances, reports, and/or statements, etc.) for discrepancies to ensure accuracy of information and/or improvement to accounting processes as they relate to the unit/program fiscal needs by using computer accounting software/databases (e.g., State Controller’s Office [SCO], School Facilities Program [SFP], Lease Purchase Project Accounting System, Deferred Maintenance Program [DMP], ABMS, CALSTARS and CARD databases) manuals (e.g., State Administrative Manual [SAM], Uniform Codes Manual [UCM] and/or desk manuals, etc.), accounting principles, departmental and/or program directives, established fiscal and program policies and procedures, Department of Personnel Administration [DPA] and Victims Compensation Government Claims Board [BOC] rules, SCO and/or Department of Finance [DOF] budget letters, etc., at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	2. 
	Reviews and interprets departmental accounting/fiscal policies and/or procedures for effectiveness, efficiency and/or in compliance, as they relate to the unit/program fiscal needs by using computer accounting software/databases, (e.g., SCO, SFP, Lease Purchase Project Accounting System, DPM, ABMS, CALSTARS, and CARD databases), manuals (e.g., SAM, UCM and/or desk manuals, etc.), accounting principles, departmental and/or directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc., at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	3. 
	Verifies various fiscal/accounting transactions and/or requests (e.g., Certificate of Deposit, fund release request, and/or expenditure and funding authority, etc.) for funding availability and in compliance as they relate to the unit/program fiscal needs by using computer accounting software/databases, (e.g., SCO, SFP, Lease Purchase Project Accounting System, DPM, ABMS, CALSTARS, and/or CARD databases), manuals (e.g., SAM, UCM and/or desk manuals, etc.), accounting principles, departmental and/or program directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc., at the direction of management and in accordance with applicable codes, laws, rules and regulations

	4. 
	Prepares various fiscal/accounting reports (e.g., status, cash analysis, management, monthly accruals, ledger entries, loan requests, year end financial entries, and/or statements, etc.) to provide information and/or recommendation to management (e.g., Executive Office, Office Chiefs, Program Managers, and/or Budget Office staff, etc.) for making program financial decisions as they relate to the unit/program fiscal needs by using computer accounting software/databases (e.g., SCO, SFP, Lease Purchase Project Accounting System, DPM, ABMS, CALSTARS, and/or CARD databases), accounting principles, departmental and/or program directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc, fiscal and accounting documents, manuals (e.g., SAM, UCM, and/or desk manuals, etc.), at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	5. 
	Processes various fiscal/accounting documents and/or transactions (e.g., deposits, encumbrances, payments, budget allotments, issue/cancel checks, closing cash purchases, payroll adjustments for reimbursement; accounts receivables, clear salary and/or travel advances, etc.) to administer accounting programs by using computer accounting software/databases (e.g., SCO, SFP, Lease Purchase Project Accounting System, DPM, ABMS, CALSTARS, and/or CARD databases), accounting principles, departmental and/or program directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc, fiscal and accounting documents, manuals (e.g., SAM, UCM, and/or desk manuals, etc.), at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	6. 
	Reconciles and/or balances various fiscal/accounting documents and/or transactions (e.g., budgets, appropriations, funds, ledgers, etc.) for ensuring accuracy of fiscal accounts and availability of funds, as they relate to the unit/program fiscal needs by using computer accounting software/databases, (e.g., SCO, SFP, Lease Purchase Project Accounting System, DPM, ABMS, CALSTARS, and CARD databases), manuals (e.g., SAM, UCM and/or desk manuals, etc.), accounting principles, departmental and/or directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc., at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	7. 
	Acts as liaison to management, program units, school districts, public and private sector by providing information, recommendation and/or assistance for making program financial decisions as they relate to the unit/program fiscal needs by using computer accounting software/databases (e.g., SCO, SFP, Lease Purchase Project Accounting System, DPM, ABMS, CALSTARS, and/or CARD databases), electronic data sources (e.g., e-mail, fax, etc.,) telephone, meetings, interpersonal skills, accounting principles, departmental and/or program directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc, fiscal and accounting documents, manuals (e.g., SAM, UCM, and/or desk manuals, etc.), at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	8. 
	Establishes and updates procedure manuals (e.g., ABMS, CARD, and/or desk, etc.) for fiscal/accounting modules to provide information, guidance and direction to staff to ensure accuracy of information and/or improvement to accounting processes as they relate to the unit/program fiscal needs by using computer software applications and writing skills at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	9. 
	Coordinates special projects involving the interfacing of database applications and/or automating of paperless processes to ensure the efficiency and integrity of fiscal/accounting functions by using various databases (e.g., ABMS, SCO, etc.) and working with various public and private entities at the direction of management and in accordance with applicable codes, laws, rules and regulations. 

	10. 
	Assists with the maintenance of ABMS and/or CARD to ensure financial data is current and accurate by using various financial modules (e.g. Payables, Receivables, Purchasing, Projects, General Ledger, etc.) at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	11. 
	Develops materials and/or tools to train departmental staff and/or clients in the appropriate interpretation and application of policies, procedures, guidelines, laws, rules, and regulations, etc., relating to various accounting functions by using oral and written communication skills, computer software/databases, (e.g., Microsoft Word, and/or Excel applications, SCO, SFP, Lease Purchase Project Accounting System, DPM, ABMS, CALSTARS, and CARD databases, etc.), manuals (e.g., SAM, UCM and/or desk manuals, etc.), accounting principles, departmental and/or directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc., at the direction of management.

	12. 
	Conducts training for departmental staff and/or clients to provide program knowledge, new or revised procedures and/or policies by using oral and written communication skills, computer software/databases, audio-visual aids, and handouts at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	13. 
	Acts as lead person by performing various tasks (e.g., on-the-job training, guidance and resolving accounting issues with fiscal/accounting staff) to ensure knowledge and skills needed to effectively complete work assignments by using oral and written communication skills, computer software/databases, manuals (e.g., SAM, UCM and/or desk manuals, etc.), accounting principles, departmental and/or directives, established fiscal and program policies and procedures, DPA and BOC rules, SCO and/or DOF budget letters, etc. at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	14. 
	Communicates in a professional and effective manner with those contacted in the work (e.g., management, departmental staff, clients, control agencies, school districts and/or vendors, etc.) by using interpersonal skills and tact to establish and maintain effective working relationships.

	15. 
	Addresses stressful situations in the work place, in an appropriate professional and tactful manner, with a goal of avoiding further escalation by using effective interpersonal skills and tact.
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