STATE OF CALIFORNIA + DEPARTHENT OF TRANSPORTATION
POSITION DUTY STATEMENT
PN-0924 (REV 06/2013)

CLARSIFIGATION TITLE -
Assoeidle Accouiming Analyst 1 , j
WORKING TITLE POEMON NOVBER
Associnte Accounting Anayst - 900 osmssa-m

As @ valued member of the Caltrans team, yau make n passnbfe for lha mepartment to. rmpmve the mobmiy acmss

California by being innovative dnd flexible; repo 0wWo wm g coaperattve%y wnth ?eam membars and

others: gnd treating others fairly, Honestly and with raspetz
wellas those we serve.

TERIER SUTIARY OF THE WA
G \ATION OF THE SUPERVISOR OR MANAGER
POR AR CREDENTIALOR UCENSE SUCH AS A DRIVERS' LICENSE )

dminigteator | mcumbcm is responsible for independiny parmrmance of the more
tootilityaceounts payah!e that impacythe departnyental accounting: v recards.

Under the general direction of an Accounting
cortplex analytical dnd-actomiting dities it

TYPICAL DUTIES]  (BRIEF usgcamm OF IMPORTANT DUTIES: RELATED DUTIES MAY 5E GROUPED mrsamszn USE ADDITIONAL SHEET IF
NEGESSARY.)

Parcan Joy Description
Exsential (E)imm;ml st :

40% (L) Analyu, review and m"cpan. accounting data related o processing paymcnts of Htility serviess to enisure mmmry
q iremcnzs: am mch kaiuds the mest coniple wnal emm.s and mcﬂums payabh: pmcc.sses whlcfx

resalvmg ané..mcon'
finaneial sttenments, Anxa|y4c= and propom:ﬁ varmus pmcg,wm in tlw unu ;0 smamlme Wor
Update procedure manuvals-and sequest abatement bi ]]‘Ss

ﬂow pro blcms.

30% (B} Acts as i Eunson wnh Dupamm.m ptrsmnﬁk *endnrs coﬂectors and mlnr mte nﬂenmes Prepan:s; clva; zmd
o i

require: u‘tilizinﬂ’ ihé AMS A
paywent to Depariment personnel.

15% (E) Collaborates with thé Division's Offfes of r‘m! $y 1
enhancements related to the AMS Advaitage, v
documientation and implenientation pfnew sysmns atid: sm” tware: pmgmms.

erroneoiis posting 1o general’ iedam ‘fnd attotnty pAyzzb!c process
fal dccouting transdetions and records, Provess expenditiires
ammer;de and mmk.mmia solutions to addrem wrrors and

5% (E) Analyae detailed acéounting fecords to id
Tatlures 1o ensure the accuracy Gl depuri
adjustments receive from the district and divisio
system fatlures withinthe AMS Adumntage f&ys&!‘em.»

5% (M) Trains seetion $all: overséds workload to ensure &cndlmcs are nvet-and progedures are fol iow?ed i’rcwidf: guidance
to:seetion: staff and: vmrk’s cm)pcr'uwdy wul‘t :,odundpcrsans. Rcvu:ws and approves: work prepared: by secuon
staff, :

8% (M) Serves on Departineital process ihsprovenient andﬁ operational teatns.

’885&&1‘0\!, FUNC?IONB are the mdu!m of thes-position. (Hat cannot be teassigned:
WARGINAL FUNGTIONS are ihe mintriasks of the. pusition that: can be assigned o otiiers;

ADA Notice For individusts with sensory disabllites s docifment 1§ available iy alemate formats.. Fotinformaticnicall (816) £54:64 10 ot THD ﬁnﬁ) BH4IBE0 of
4 il Recmds Gh0 Forms Managament, 1120/ N Street, MS-85; Sacramama. CA 5B




POSITION DUTY STATEMENT
PM-0024 {REV 06/2013)

SUPERVISION OR GUIDANGE EXERCISED OVER OTHERS

None. May scrve as a Iead (6 seetion staff,

KNOWLE:E)GE ABILITIES AND ANALYTICAL REQUIREMENTS

The mcumbem mirst have o broad Knowledge of thie Stale: ofCainfom:a s fund accounting process as wellas e gao{i \mrkmg ;
knowledge of professional accounting practives and procedures, Must have the ability to analyze acmunlm;, {ransactions and be ablé
1o iake sound decisions and récontimendations in regard 1o accounting praciicesiand principals:as ulilized in stale government, I
addition, the conteptof eompleted stsffwork isanderstood and implémented by the incumbent:

Must be able to effectively communicate both orally and-in writing is eritical. Must be able fo-work cooperatively as a team member
ag well as independently. EE

_ Must have: the ability to.utilize-and niaintain the departmgntal accounlm g Systoms AMS Advantige, Theability 10 plan, orgam;w and L [

establish work-priofities 8 eritical due-to'the need for tisely and aceurate. financial information.

Emiploysesnustbe aware ol and agreeio ﬂomply with: the t‘ailawms'., pohc o5 with ragards o aceess to personal information
including. but not Tlimited to, Sosial Security Numbers, Federal Tax Identification: ’*«Jumbcx's or businesses). home ad&res&w home
welephone ﬂumherf: leavebalance informuation: all personnel mmnmunu and documents ete,

. individunls sccessing Caltrans” information asséts must use ali due caré 1o presmm data inlegrity am! conf" écmcal

13

. Password and access devices arito be treated as confidential m»fcxmmiwn and restrictive devices,

.. Users acoessing Caltrans datwmust talie prcmmom forensure the prowmun of that.data from unauﬂmme& accessor destruection,

L2

4. Users mingt take réasonable precautions 10 prevent virus contam] mfn fon nf ":me sysiems,

LA

. Adlrights smd privileges (o.access data for thie undersigned can be rwnl\cd by the Caltrans lnmrmmmn %ecumy Offi ccr (IS&’}I it
deemed-appropriate to protect Caltbang’ “information *xssels

6. Lisers must take extra precautions to maintain Depariment wtpieyees‘ vendors” ete, confidentiality wher accrssing, or having
secess 1o, hard eopy personal inforimation stch:as reparts, forms; persmme! doeumen(sete.

Comiplianice with thie above isrequired s condition of avcessing cmnmmr systems and all fileand repoet m{‘ummtmu at C:uimns

RESPONSIBILITY FOR r:‘r.«:mmms; AND comsmusmas O‘F ERROR:

itiaceurate ma!ys»s anderrors T ncmummg transactions can impaet lhe intetrity of depmnmnml wecounting records. Failurety
verify payment authorization and to acenrately analyze pestilts of transacnens can resull in undetected duplicate paynients (o veridors.
Faiture 1o-clear errgnsous transactions ahdexceptiontems an result in inaceurate expinditure réports wid 1muucaal statements.
Failure (6 pay: batls proinptly can subject the Department 1o interest pemltw

PUBLIG AND INTERNAL CONTACTS

This posivion reqaires extensive contaets in persom by igle ‘ byse=miail with Division of Accounting staff, dcpartme:mai
persennel of all levels, vendors, représéntatives of other state: awncses and the general public,




POSITION DUTY STATEMENT
‘PR:0824 (REY 06120713)

wﬂvsmn MENTAL, “A'ND E‘Mdfnaﬁm iRiE%QUmEMENTs:

Employees may be required o sit forlong pericds of ume using o keybodrd and video display ferminal Thev may dlso be reguired 1o
move large or cumbersonie reports from one lecation to-another. Employees must be. able o concentrate and meet strict deadlines at
times. Most of the jobs in the Division requi { stion svith many people. TLis important thiat employees Work swith others fit 4
codperative waniier. This position requiresthe abﬂlt} to work with dynamic prmrzues and deadlines.

WORK ENVIRONMENT

While avihéir base-of apamtwn. employees il work fira dmxate«cantmi’!&:‘ég“sfﬁg‘é» under artificiil Bght. §?mwwcr,: dugto petiodic
pmblcms with-the hesting and air conditioning, the ' :
building temperature may- fuctuate. Most employess will work | *arhsmmm mtimx sh@mdi ubicieq
sometime betweern G00a.maand 6; 06 . Overtinie maybe 1‘(.’ B
~ year—wd ciosznk l~ mpisyn.cs may b& n,qmﬂ.d !o-’"‘

The Divisiow encourages-and supports internal lnleral rotation within ”h‘ ,
Division alsoencourages sl 1o dszvdape\;pemse intheir positions cfwz ¥
positions-is developed over time working in the position.

al Iawm? rot"mom Gemrally e\permé. in

| have read, uncferstaﬁd and can parfc;rm the dutxes 1;sted above. (if yeu %ﬁe!zeve “you may requzre reasonable
visor. - if you are whether you recuire reasanabie;
accommodation; inform: the hifing stpervisor who will dxscuss your -congerms with {he Reasonab‘le Accommodation

;O' '

accommodation; please discuss this ‘with your hiring sUpet

Coordinator.)

EMPLOYEE:(Print)

EMPLOVYEE (Signalure)

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

SUPERVISOR (Print)

SUPERVISOR (Signature]




