STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION
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CLASSIFICATION TITLE — IO FICE/BRANGHISEGTION

Accountant Trainee ; {Division of Accounting / Travel Payments Sactiar;
RORKING THLE TROSITION NUMBER e TR EG VG DATE
Actountant Trainee 900-081-4179XX% g

As a valued member of the Caltrans team, you make it possible. for the Bepartment to provide a safe, sustainable,
integrated, and efficient fransportation system to enhance California’s ‘economy and livabifity, Caltrans is a performance-
driven, transparent, and accountable organization that values its people, resources and pariners, and meets new
challenges through leadership, innovation and teamwork.

Under the direct supervision of the an Accounting Administrator |, the mcum‘ixem‘ in training capacity process statewide
travel expenses and other employee ¢laims. The Accountant Trainee performs a variety of tasks associated with
Accounting related funclions as described below:

Perceniage Jobs Descriplion
‘Essentiat (EyMarginal (41 ; _ , : _
45% E In {raining capacily, review employees Travel Expense Claims (TECs) to insiire olaims mest the

CalHR, State Controllers Office, State Administrative Manual, Boerd of Control and the
department's policies, rules and regufations. The TECs must be processed within 10 days upon
receipl in the section. Assist in scheduling claims and claim cuts in a timely manner. Claims
should be completed and submitted for signature within one day from the date of the face sheet.
Claim cuts should be tesearched and resubritted within 10 working days. Verify and collect
duplicated payments.

25% E Assist in communicating with employeas both orai!y and through writlen means {o resolve travel
related questions and issues arising from processing TECs. Request documents or forms
necessary to complete the processing of claims. Assist with travel information hotline,

204 E Enter accounting data into the CGl Advantage Financial System, ensuring the proper usage of
transaction codes and the propriety of transactions and coding documenis.
10% M Assist in preparing accounting entres for the CGl Advantage Financial System, identify and

research erroneous accounting entries and take the necessary corrective action:

IESSENTIAL FUNCTIONS are the cors dutiss sithe position that canniol be teassigned,
MARGINAL FUNCTIONS are the mindr tasks of the pasition that caribe assigned to oibiers,

'SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS

NONE

KNOWLEDGE, ABILITIES, AND ANALYTICAL RQQWREMENTS

Knowledge of basic accounting principles and procedures, government acmu niing, and budgetmg

Knowledge of State Administrative Manual, Board of Control Rules, Departmental Accounting Manual, Government
Code, and Deparimental Policies and Procedures.

Knowledge of principles of business management, including office methods and procedures.

Knowledge of Principles of public finance and business law.

‘Ability to apply accounting principles and procedures.

. Ability to make sound decisions and recommendations in regard to professional-accounting problems in maintaining
control of a deparimental budget.

Ability to communicate effectively, establish and maintain cooperative relations with those contracted in the work.
RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

Inaccurate analysis and errors in accounting transactions canimpact the integrity of deparimental accounting records:
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Failiies 1o venly payment aulhorzation and 1o acourately analyze resulls of TEnsactons can resull in undetecied
duplicate payments to vendors, Fallure to clear armneous transacinonsand excaplion ttems'can result in inaccurate
expenditure reports and finaricial statements, Fallurs to pay bill promipily ¢ain subject the Department tointerest

penalties.

The incumbent is responsible for complying with the information Practices Act (IPA), Civii Code section 1798, et seq., by
protecting confidential information for the Department’s véndors and-gmiploveds. This information includes, but ot
fimited to; social security number, address, phone number, medical or employment history, education, work history,
financial transactions, or similar information. Fallure to protect the Department's vendors and ampieyeea confidential
information may’ damage the Division of Accounting's reputation as & confidential organization and result in lawsuits or
employee grievances. Intentional violation of this Act will result in disciplinary action, up to gnd ingluding termination of
employment.

PUBLIC AND INTERNAL CONTACTS
Employee will have éxtensive contact with Caltrans staff and management sidtewide, The confract miay be both written
‘and verbal as needed to perforn the job duties.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Employes may be required to sit for long periods of time using & keyboard and video display terminal. F’requefst'
telephone use to answer calls related to travel is expected. ‘Employee may also be required to move large or
cumbersome reports from one location to another. Employee must be able to concentrate and meet strict deadlines at
times. Empioyee may also be required o handle emotionally charged issues or problems and successfully resoive
situations: Itis important that employee work with others ina coﬂperatme manner..

WORK ENV&RGNMEN’;‘

While at their base of operation, employee will work in‘a climate controlled office under artificial light. However, due to
periodic problems with the heating and air conditioning, the building temperature may fluctuste, Most empioyee will work
in workstation within shared cubicles. Working hours will be set sometime between 6:00 a.m. and 6:00 p.m. Overtime
may be-required, and vacations may be restricted, during peak times and fiscal year-end closing. Employee maybe
required to travel in state, butthe travel itis not very frequent: The incumbent is expected to reportto workin-a punctual
manner.

i have read, understand -‘aad'can‘bp’érfmm ;tﬁé ;imia&iﬁs‘t?ed ’a’bgye." (Ef you believe you may require ,reaﬁo‘nable
accommodation, please discuss this with your hiring supervisor. If you are unsure whether you require reasonable
accommodation, inform the hiring supervisor who will discuss your concems ‘with the Reasonable Accommodation
Coordinator.)

‘EMPLOYEE (Print)
EMPLOYEE (Signature) ' ‘ [QA’?E

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

SUPERVISOR (Print)

SUPERVISOR (Signature) - E—




