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FINAL TASK LISTING

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

	Task #
	Task



	1. 
	Maintains accounting systems in accordance with the needs of customers in order to provide accurate and timely information to requesting entities using various accounting software at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	2. 
	Identifies the more complex functional problems in order to improve the functionality of programs using procedure manuals, analytical skills, accounting software and hardware (10-key, telephone, etc) at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	3. 
	Provides innovative solutions to customers, State and Federal agencies in order to the more complex, functional problems using email, telephone, oral and written instructions, etc. at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	4. 
	Recommends the development, customization, testing, verification of data and system maintenance in order to improve the existing accounting systems using accounting system software at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	5. 
	Oversees internal controls in order to ensure compliance with applicable codes, laws, rules and regulations using office manuals and procedures at the direction of management.

	6. 
	Acts as lead person in monitoring projects, time constraints, and other duties in order to meet deadlines using communication, analytical skills, accounting software, and team building methods at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	7. 
	Follows up on tasks, requirements, laws and codes in order to effectively lead a team using internet, calendars, task logs, emails and status reports at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	8. 
	Reconciles monthly reports in a timely, accurate manner in order to verify reporting and accounting data using accounting software, 10-key, analytical skills and procedure manuals at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	9. 
	Interprets legislation and laws in order to implement procedures and processes using internet, management memos, policies, procedures, internal directives and government code etc, at the direction of management.

	10. 
	Conducts training for departmental staff and/or clients in order 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.

	11. 
	Attends training in order to increase knowledge and skills at the direction of management using internet, power point presentations, videos and instruction manuals, etc.

	12. 
	Addresses stressful situations in the work place, in an appropriate professional and tactful manner, in order to avoid further escalation by using effective interpersonal skills and tact at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	13. 
	Prepares various accounting reports to program staff and management for making program financial decisions in order to provide information and/or recommendation by using computer accounting software/databases, departmental directives, state fiscal policies and procedures, at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	14. 
	Coordinates special projects involving the interfacing of database applications and/or automating of paperless processes in order to ensure the efficiency and integrity of fiscal/accounting functions by using various databases and working with various public and private entities at the direction of management and in accordance with applicable codes, laws, rules and regulations.

	15. 
	Communicates with those contacted in the work (e.g., management, departmental staff, clients, control agencies, etc.) in a professional and effective manner in order to establish and maintain effective working relationships by using interpersonal skills and tact at the direction of management and in accordance with applicable codes, laws, rules and regulations.
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