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ELASSIFICATIONTITLE B ‘ B pmcmawcmﬁcnw

A’g_«fqam‘ma {\dminislmmr 11 (Supervisor) i mml Acwunxm s Branch

VWORKING TITLE T EFFECTIVE DATE
Chief, Financial Aecounting Branch o 190 »ﬂSMSd%u\

As-a valued member of the Caltrans team, you make it pesﬁsbie for the Department to improve the mﬁba!ily across
California by being innovative and flexible; report towork ag: scheduied - werkinig cooperatively with team members and
others; and treating others fairly, Horiestly and with respect. Your efforts a =-tmponan£ to each mernber of the feam as
wall as those we serve.

GENERAL STATE m;m” TERIEF SUNTARY OF THE WAIN PURPGSE AND FUNG TIONS OF THE POSITION. DEGCHIBE THE SUPERV)

TSGRY RECATIONSHIPS
NCLUDING THE CLASSIFICATION OF THE SUPERVISOR OR MANAGER TO WHOM THE INCUMBENT REPORTS. WHEN APPROPRIATE, IDENTIFY THE NEED
FOR ANY CREDENTIAL OR LICENSE SUGCH AS A DRIVERS LICENSE))

Unider the general direction of an Accounting Admlmmmor 11, thie fricumbent has statewide mspmxsxl’ﬁl'w for planning, mgam«amg, :
directing and evaluming 4 latge professional staff engaged in comprchcnsm fiseabanalysis volving tatewide comeals aver various
lafge dind complex accounts. aid funds:ity the Department. Thisr sponsibility exiends to maiaainiag btxdg,mary sontrals; managing
the Tinancial accounting and repoiting over major departiental funds, managing the fiseal controls (6 ¢nstre the Department’s cash
receipts, payroll distribution. and various bank accounts are pn operly mammumd

TYPICALDUTIES; manex;gfscmm IONOF IMPORTANT UUTLES RELATED DllTlB-S MM’ BE: GR@UF;‘?} TOGETHER U$5 i’iQB!Tl@NAL SHEETIF
NEGESSARY:)

Porceitage Job Descriptitn

Essential (E}J!u‘iargiml iy

3006 (K3 Exercises stitewide responsibility for various lar;,é and complex aécounts and funds inthe Depammm In ﬁus

: capagity. the incumbent directs a staff that provic action o departmentd] personnel on demrtmmml and State

procedures and Generilly Aveepted Accounting Principles asthey relateo @pu:nﬁc aecoun B ae s Other
respotisibilities include establishing new funds and accouiitin cediires; and stal EANAREEnL at the
Balarice Sheet Reconciligtion protess to énsure [l’fL final feedr mstm and validate m“i;‘mpanmemal acconnt
balances,

30%(6) Provides leadership and direction to staff involved w
dissemination ofvarious Rrge nd coniplex #c6
are in conformity with Jegal rogulatory requirem
also includes contact witly thie Stite: Commﬂm Gt
responding tomajorandit issues.

any t.mtml [Jt‘bcesa and preparation and
s that ﬁaaﬂmzﬁ smtumem:,

15%E) Provides leadership and:diredtion to-syiTwho are responsible for the: proscssing! recording.: and monitoringof
depurimental collections and disbursements through Zero Balance Accourts, This responsibitity inclides. but is
not limited 100 processing and diswributing payroll suarsants, garnishinent warrints, trave] expense elatm gheeks:
;aa&ar\r advmcer; »emfor chccl\s' ﬂu. pmper accmmxmg -:sf condemnamn dapasn& drshanered checks, unplayce

0% (F) Provides consuimumt and direction é:anccmmg hacai activities o a matw;dc E’nm wiﬂun the Department and
externafly with the Depantment-of Finance. Srate Controller. State Treasurer, local governments, California
Transportation Cominission, and financial consultants: 1ni ftmtes work’ umpmvenwm niethodsy rmuam and mﬂhors
statewideccounting and mamdgement control proculurcs,

§9% M) Updates Accounting M’mml and.analyses andmikes mcmmnmdmmm cmwmma hve fiseal impactof pmpmcd
fegistation; Tinplesmicats fisealprovisions-of cnacwd legisiation,

- TESSENTIAL FUNGTIONS are fhe ore-diics of the pesifion that canniof be reassighet.
 MARGINAL FUNCTIONS are the ar tasksof te zmmcn that can e asmgmw o e&hsta ‘

SUPERV!S ON OR GUIDANCE EK&RGES&E} (ZNEQ OTHERS , '
Supervises Accounting Administmtor I'swith a stalfol professional icwl acmnm'mts carrying out the:above rsponsibilities,

ADA Notice For individuals:with. spossey disabilities, i document is avaliable i alteroate formats. - For informstion £alk (946) '55%6"&1‘610;‘ TOD {916) 654:3680 ot

wille' Records and Fowns Management. 1120 N Suaet, MS:89,'5 mantn, CA 95
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KNOWLEDGE, ABILITIES AND ANALYTICAL REQUIREMENTS B I
« Knowledge of the:mission; vision, goals, programs. laws, rules-and policies of the State of California and the Dépatiment of
Trangportation, : : :
« Kinowledge of the dceounting principles and processes of the State of Californiaand the Department of Transportation.
~ « Knowledge of governinental accounting, budgeting and fiscal management; : '
« Kniowledge of principles'oforganization, administration and management.
« Knowledge of principles of public administration; persotinel management and supervision.
+ Knowledge of office methods and procedires. seatistical methods; and principles of auoied datvprocessing systems.
« Ability to-¢ffectively lead tlie work of professional and technical staff. ‘
+ Ability to establish and maintain cooperative relationships with-cosworkers, staff. stakeholders and representatives of public and
private agencies. L ' Gy ;
« Ability o understand and interpret legisttive/policy changes, evaluate the impaetto business processes, make-inform ed-decisions
and sotisd recommendations. : ; v
+ Ability to-prepare compreliensive reports and compile manuals of aceounting procadures.
= Ability 10 think creatively, reason logically. analyze data:and drav sound conclusions..
« Ability to speakiand write effectively. ) :
« Ability to analyze siwations accurately and adopt an effective:course of action. -

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR. S ,

The incumbent is responsiblefor exeréising statewide responsibility for various large and'poniplex aceounts and funds.in the
Dipartaient aid providing leadership aad direction to staff who arc responsible for the Departmient's vash receipts and disbursement
for the ZRA accounts, payrolbwarrants and cheeks disivibuiion, saltry advinces, transit subsidies; and-suspense accounts. Through

detailed analysis of various financial, budgetary, aod fiseal re the incumbent must ensure the necessary internal contrals are
accuratedntorniation 1 available,

preseit in the fccouming system to niinimize risk,and ensure that

Failure to carry out this responsibifity could result in placing tlie Departinciit in viokition of constitutional and statutory requirements
on use of deparimental revenues and appropriation, ihe loss of departmental revenue, inaceurate fnancial statements, and loss of
ercdibility to the public and other goversment agencies, ’1 '

"Fhe incumbent fs responsible: for complying with the Infornnation Practices Act (IPA), €i vil Code section: 1798,¢1 sequ. by protecting

confidential information for tlie Department's vendors and employves. This information ineludes, but not limited (03 social security

nimber, address, phone ntimber. miedical or eployment. history. education, work history, fimancial transactions, or similar

information. Failure 1o protect the Department's vendor and emplovee confidential information may damage the Division of

© Accounting's reputation as a-confidential organization and result. siits G employes grievances. Tntemtional visladonof thisiAe
will result in disciplinary action, up toand including termination of employment. . ’ s .

PUBLIC AND INTERNAL CONTACTS ;
Fregiient contact with exeeutive managenent and operational personnel-of other agencies including the Siak

_ v , ) ,  Controller's Office,
Departwient of Finance: Legislative Analyst. State Treasurer. Califormnia Transporiation Commission, Calitornin Stute Auditors local
agencies. financial consuftants as-well as other organizational units within Calrans. E '

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREN S pot . .
Employees may be required to sit for long periods of time keyboard-and video display terminal. They may wsebe required 1o
move large or cumbersonie reports from one location to another, Employees must be able to concentraie and meet strict deadlines at
tires. Most of the jobs in the Division require interaction with many people: 1t T important ihar employees wark with-othersin a
gooperative manier. v ‘ : ‘

S
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WORK ENVIRONMENT : : .
While at their base of operation, eniployees will- work in‘a climate-contiofled office onder artificial light. However, due to-periodic
problems iwith the heating and air conditioning, the building temperature may fluctuate. Most-¢gmployees will work in-worksutions
within shared cubicles. Waorking fours will be set sometime between 6:00 aum.and 5:00 pan. Overtime miay be required, aiid
vacations may be restricied, during peak times and fiscal yearend closing, Eniployees may berequired to travel ir

fn st but the
travel it is not very Trequents As-critical activitics require:timely auention, it is-essential that theteunmbent maintain regular and
punctual atteridanee.

ave Tead. Understand and can perform the dufies Tisied above. (I you believe you may require reasonable
accommodation, please discuss this with your hiring supervisor. If you are unsure whether you require reasonable
gccomotiation, inform the Hiring supervisor who will discuss your concemns: with the Reasonable: Actommodation
Cootdinator.) '

EMPLOYEE (Print)

EWPLOVEE (Sgnature) | ’ T ~ T [BATE

[ have discussed the duties:with and provided 2. copy of this id'ﬁty staterient o' ihe employee named above:

SUPERVISOR (Print)

SUPERVISOR (Signature) e T PRiE




