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EDITED KSA LISTING

                                                    CLASS:   ACCOUNTING OFFICER (SPECIALIST)


       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.

	#
	Knowledge, Skills, and Abilities



	
	Knowledge of:

	K1. 
	accounting principles and procedures to provide a guideline to adhere to general accounting practices.

	K2. 
	accounting principles and procedures to provide financial accounting records.

	K3. 
	accounting principles and procedures to provide a historical document.

	K4. 
	accounting principles and procedures to provide internal control.

	K5. 
	accounting principles and procedures to provide financial control.

	K6. 
	accounting principles and procedures to record financial transactions.

	K7. 
	accounting principles and procedures to make accurate payments.

	K8. 
	accounting principles and procedures to report expenditures and income.

	K9. 
	the governmental accounting and budgeting to prepare budget schedules for inclusion in the Governor’s budget.

	K10. 
	the uniform accounting system and financial organization and procedures of the State of California and related laws, rules, and regulations for preparation of accurate accounting records.

	K11. 
	principals of business management, including office methods and procedures for using various computer applications.

	K12. 
	principals of business management, including office methods and procedures to provide guidance in performing accounting tasks.

	K13. 
	principles of finance to provide financial review of  records.

	K14. 
	principles of finance to provide guidelines to operate and maintain accounting records.

	K15. 
	principles of finance to provide a financial measurement tool to perform accounting functions.

	K16. 
	business law to ensure legal processes are enforced.


	
	Skill in:

	S1. 
	computers for using various software applications.

	S2. 
	office equipment to perform accounting functions.


	
	Ability to:

	A1. 
	apply accounting principles and procedures to provide financial accounting records.

	A2. 
	apply accounting principles and procedures to follow accounting guidelines.

	A3. 
	apply accounting principles and procedures to provide a historical document.

	A4. 
	apply accounting principles and procedures to provide internal control.

	A5. 
	apply accounting principles and procedures to provide financial control.

	A6. 
	apply accounting principles and procedures to record financial transactions.

	A7. 
	analyze data to make recommendations and provide accurate accounting records.

	A8. 
	draw sound conclusions to enhance current accounting functions.

	A9. 
	analyze situations accurately and adopt an effective course of action to ensure the duty is completed successfully.

	A10. 
	prepare clear, complete, and concise reports for accurate and timely financial reporting.

	A11. 
	make sound decisions and recommendations in regard to the professional accounting problems in maintaining control of a departmental budget for inclusion in the Governor’s budget.

	A12. 
	establish and maintain cooperative relations with those contacted in the work to ensure better working relationships.

	A13. 
	work well with a team in a professional manner to create a positive work environment.

	A14. 
	take and follow directions from a supervisor to perform essential tasks.

	A15. 
	speak and write effectively to communicate in a professional manner.

	A16. 
	act independently, be open minded and flexible to other ideas and solutions to perform essential tasks.

	A17. 
	follow departmental and internal office policies to ensure  uniformity of performance.
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