STATE OF CALlF ORNIA j DEPAR‘{M ENT OF TRANSPORTATION
POSITION DUTY STATEMENT
PM-0924 (REV 06/2013)

CLASSIFIGATION TITLE
Associate Accounting Analyst

i

BEEICEIBRANC HISECTION

WORKING TITLE

Final Youchering Analyst

CJOPA/FInal Vouchering Branch/t.ocal & ] lmnbumnmm PV:
POSITION NUMBER TTIEFFECTVEDRTE T

90D-081-4588-xx

As a valued member of the Caltrans team, you make it poss;ble for the Department {o improve the mobility across
California by being innovative and flexible; reporting to work as scheduled; working cooperatively with team members and
others; and freating others fairly, honestly and with respect. Your efforls are impartant to each member of the team as
well ‘as those we serve.

HRIEF SUMIARY OF THE WAT PURPOSE AND FUNCTIONS OF THE POSITION DESCRIBE THE SUPERVISORY RELATIGRSNS

tHCLUDING THE CLAS&IFICATKBN OF THE SUPERVISOR OR MANAGER TOWHOM THE INCUMIENT REPORTS. WHEN APPROPRIATE, IBENTIFY THE NEED

FORANY CREDENTIAL OR LICENSE SUGH AS A-ORIVERS LICENSE)

Underthe general direction-of the Accounting: sAdministrator 1 the incombeint perfams high risk analytical duries pertaining tothe
{final cost accounting of Tocal and State administered projects with subvention reimbii rsement. Eristirgs the safeguarding of assets,

and compliance with fiseal and accounting policies.

TYPICAL DUYIES)

Percentage
Evseaual (EyMargnal (M)!

40%(F)

(BRIEF HXZSCRIPT 1 OF FAPORTANT DUTIES, RELATED DUTIES:MAY BE GROUPED TOGETHER. USE ADDITIONAL SHEETIF
NECESSARY)

Job Deseription

Responsible forcarrying outdutiesrelated to the final vnuchumg, of Local and Stae- Adininistered projects with
subveniion reimburiament funds that inclide doalyzing complc\( financial data and costaccounting Transactions
obitdiried frony o nunibier of sources andirecongiles expénditiris (o a;}pmpmtc funding sources. Prepares highly:
comiplex techinical products such as final vouchers: final cost summaries, multi-mnd, multisprogeam. and wiulti-
systen reconciliations. Plins workload 10 m*md Mags and potential Joss of project funding. Develops tash
flow-analysis.and forecasts project. i 1 vize funding and. reconciles available encumbrance

0% (E)

10%(E)

$% (M)

5% {M)

balanees to-énsure tinvely payments and federal mmlmrsemmt

Provides consuliation and training 10 final vouchering staff, manageinent, and external customers: Provide expert
finaneial andlysisand supporio resolve final vouchering problems, quality improvenient projects.and fiscaland
accounting issues. ‘Resolvefinal repont .tc:wtmtmn problems.

Acts-as linison forauditactivities forthe Local Assistance Propram, ‘Interacts with. the Federal Highway
Administradon, the Biireac of State Audits, the State Controller’s O fice, and externd) auditors of Cities.and
Counties engaged by citics and counties to audit Local Assistance Projects. Evaluates audit reports and findings:
for suppormbch:y and. concurrence for the entity audited.

Provide policy suidance An"d dn‘wtmrz to Loeal Agencies, Interprets accounting procedures utilizing the State
Administration Manual, Caltrans Accounting Manual, State Government Code and Statutes, Pederal Higlway
Administration Regulations and internal operations piantals.

Thitigtes final cost accounting transactions:for Logal and State administered projects with Subyintion

Relmbursement 1o'eiisure expenditures are properly recorded against authotized funding sourtes. Examines final
project cost records, contracts. audit réports, and other accounting data to quantify the variable factors of project
fimancing formulas. Analyze and recongile transactions Teom multiple subsystems including Local Programs
Actounting System (LPAMS), TRA! ‘vlS ele]] Advanmgn. e Federal ASd Data Sysiem, and the Financial
Muanagement Tnfornvition System.

{ESSENTIAL FUNCTIONS diethe core:d fies of e position 1ot cannot be reassigned
MARGINAL FUNCT%GNS are he-minor tasks of the position thal can ba assignad to others:

SUPERVISION OR GU]DAN(’}?E?EXERCISEED OVER OTHERS

ADA Notice

For individuals with sensofy disobiftias; this document s avallable in alternate fafmats. . Forinformation A {D16) B54-6410 0r TOD (916) 654-3880 or
wiite Records and Forms Management, 1120'N Street, MS:89, Sdcramento, CA 95814
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This position does not supervise oIher Cmployess,

KNOWLEDGE ABILITIES AND ANALYTICAL REQUIREMEMTS
Must have tmmvh‘:d"c of:

« Federal guidelines on costiaccounting principles-and SAM guidelings refated to full cost recovery of State expenditures.
+Automated Accounting Management systersand subsystems;

« The Department’s cutrent accounting systems and progedures.

= Accountiing printiples,

Must-have abilities to:
«Solve accounting problems;
» Present information clearly-and Togically, both-orally and in writing: 10 dcmmnmt:ﬂ Supervisors and entployees:
« Ability toapply aceounting principlesand pragtices,
Analytical Requirements:
Must be able 1o apply aceounting pnnczplcs and-procediires; anilyze rima and drasw sound conclusions; analyze sitaations accurately

and-adoptan effective courseolaetion: and make sound decisions 'm(! recommendations in.regard to the professivnal accounting
probleniand in a-mannercost efféetive tothe Departinent,

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

The consequences-of poor or Gntimely decisions and failuce o correet probluns cordd-resultin non-compliance with SAM.and loss of
. federal funds available for reimbursements.

PUBLIG AND INTERNAL GONTAGTS

Within the Depattment, communicates with accounting, Division of Local Assistance. and budiets personnel, Qutside the
Department, the incumbent communicates primarily with Local Agencies. State Controller’s Office, Federal Hlighways
Administration, and various state and federal auditors. These contacts will be verbal or wrilten, as needed, to perform assignments.

PHYSICAL, MENTAL, AND EMOTIONAL REQUI REMENTS

Employees may be required tosit for long periods of time using a m.yi}cmrd and video display terminal. They may also be required to
move large or cumbersome reporis front one location to another, Employees must be able to concentrate and meet strict deadlines at
tinmes., Most ofthe jobs:in the Division réquire: {ntersction with many people.. Ttis imponantthat enyployees work with mhe.rs ina
cooperative manner.

WORK ENVIRONMENT

While at their base of operation, employees will work in-a climate<controtled office under artificial light, However, due 1o periodic
probleims with the heating and air conditioning. the building tfemperature may fluctuate, Most emiployees will work ir workstations
within shared cubicles. Working Hours will be set sometime between 6:00 AM and 3:00 PM. Overtime may be required, and
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Vacations may e resticied. during peak tmes ang lscal year-end c&cmn” Timployees'may be required 10 (tavel i statc, but the
trave! it is not very frequent. '

[ have read, understand and can perfrarm fhe dulies listed above. (i )fod balievé'yau'may’ require reasaﬂabté»
accommeodation, please discuss this with your hiring supervisor, If you are unsure whether you requife reasonable
accommodation, inform the hirfing supervisor who will discuss your concerns with the Reasonable ‘Accommodation
Coordinator.y

EMPLOYEE {Print)

EMPLOVEE (Signature) | , DATE

I have discussed the duties with and provided a copy of this duty statement to the employee named above.

SUPERVISOR (Print)

SUPERVISOR (Signators) ’ RPN , TIBATE




