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Senior Accounting Officer

-As a valued member of the Caltrans. team, you make it possible for the Depariment to improve the mobility across
California by being innovative and flexible: reporting to-work as scheduled; working cooperatively with team members and
others; and treating others fairly, honestly and with respéct. Your efforts are important to each member of the team as
well as those'we serve,

CENERAL ST ATENENT.  BRIEF SUMMARY OF THE MAIN PURPGSE ANG EUNCTIONS OF THE POSHION. DESORIBE THE SUPERVISORY RECRTIONSHIFS
INGLUDING THE CLASSIFICATION OF THE SUPERVISOR OR MANAGER TO WHOM THE INCUMBENT REPORTS, WHEN APPROPRIATE, IDENTIFY THE NEED.
FCJR ANY CREUENTI)\L URLICENSE SUCH AS ADRIVERS LlCENﬁE ¥

Under the general dircetion ofan Accounting Admiristrator 1 {Supervisor). is vesponsible for maintenance of pmpne!ary contril
rocords, data reconciliation did preparition. ol‘r«.l'uczd financial réports, Incumbent mdependcmiv performs. accounting dutics
requiring broad understanding of accounting business processes. Will perform completed staff work:1o_evaluate proposed changes to
dccounting procedures, make tecomniendations and complete yearend reports. Regular and punciual aitendance. s required forthis
position. Vacation may be-restricted diring July and August dueto reconciligtionactivity and financial reporting deadlings,

TYPICAL DUTIES! 'aagtgr? DESCRIPTION.OF (MPORTANT DUTIES. RELATED DUTIES MAY BE GROUPED TOBETHER: USE ADDITIONAL SHEET I
NECESSARY )

¢

Percentage Job Deseription

Essenyal (£ arginal (44

35%(E) Provide weam support toahe State Hi ghMy Account (SHA) fund monitor for reconciling SHA General Ledgers
{(GLY between GL9000 (Expenditires) and 31 14-(Dug to). Hm includes crea Ton ofad-hoe reports o xdmnfy
étroneous ehitries between the two wecounts and follow up with Division staff to correct accounts ledgers and
report expenditares accurately: to State Controller's Office (SCO).

259%:(E) Serviras fund moniter for the Historie j;u!x:lcﬁ_m {(fund 0365) which inicludes analysis and mionitoririg of

budget act fanguage andrelated legislation. establish coding structure for budgetary/legal purposes and collaborate
with Programs and Budget staff o resolve funding and reporting issues; pnrmrm certification of funds. monitor
ﬂppmpriatmns. prepare Plans of Financial Adj\)hm‘téﬂh account for cash transactions from the SCO transfirs and
receipts whicl includes processing documents in the AMS Advantage System: reconcile monthly GL activity to.
SCOaid prepare the yearsend financial statements.

20% (E) Recoricile SHA GL 3510 (Deposit Refunds ¥ between the $CO records and AMS Advantage System including
' risolving discrepancies between the:two systens,

15% (£) Responsible for Glis 31 1and #410:¢ Die toand Dud From)within the State Higway Accountand working wuh
Department $tafi' to résolve discrephncies bepwéen the 1o GLs.

5%:(M) Perform special assignmerits and completed staffwork directly related to the operation-of the Section and the
accomplishment.of the Division sirategic objectives,

TESSENTIAL FUNCTIONS are the ¢ore duliss of tha position that cannot be reassigned,
MARGINAL FUNCTIONS ate the: minor tasks of tha positiin that can be assigned to oth zrs

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
No stipervisory responsibitities. but may gerveas a lead for fower level accounting personnel.

ADA Noti For individbals Witk seasory disibiities, this ‘dociment fs svalable in alternate formats, Forinforfation ¢all (918) 65446410 0r TOD.{916) 65-3»3830 or
OUCE | iito Records and Borne Management, 1120'N Street, MS:89, Sactamento, GA 95814,
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KNOWLEDGE, ABILITIES AND ANALYTICAL REQUEREMENTS
* Knowledge of thc nission, goals, programs, laws, rules and policies of the State of California and the Dept. of Transportation.
* Knowledge of governmental dccounting prmelpics and budget process of (he State of Califoriia dnd the Dept. of Transportation,
* Knowledge of governmental accounting, bﬁd&.utmg and fiscal management;

* Ability to-manage time, adapt well fo-change and. mainain cooperativerelationships with people contacted through work.

* Ability to-think creatively, analyze data and draw Sound conclusions.

* Ability 1o speak and write effectivaly.

* Ability 1o andlyze siuations accurately. evaluate impactand r&mmmwﬁ and effeetive course 0[‘ ‘action.
RESPONSIBILITY FOR DECISIONS AND CQNSEQUENCE‘:S oF ERROR
Ertors in judgment could place the Department in.viokation of constitutional and statutory requirements for the use of revenues and
approprmmus which: m‘x}; negative impact the. prepardtion of accumic andtimely f"nancml statements; € onsequence oferrormay
place the Department in violalion of statuies for fiscal disclosure of assets, labilitics, revenue, fund balance and éxpenditures incurred
during the fiscal yesr.

The incumbent is responsible-for complying-with the Information Practices Act (IPA), Civil Code section 1798, ¢t seq., by protecting
confidentialinformation forthe Department's-vendors and-employees. This infor relides; but sos limited 1o social sécprity
number, address, phone number, iedical oreniployment history, education, work siory financial transactions, or similar
information. Paiture to protect-ihe Department's vendor and employee ccmf‘ tiwm information may damage the Division of
Accounting’s: reputation as:a-confidential orpanization and result in fawswi enmployee gricvances.. Intentional violation of this Aet
will result in disciplinary action, up to-and including mmmaum of c,mp gymient,

PUBLIC AND INTERNAL CONTACTS
This position makes frequent contict with-exegutive rmmgemenmnd operitional persennel of various Calirans ngsmms![)wasmns.
the State Controller’s Office; the [)c.;aartmuu of Finance: the office of the Legislative Analyst, State Treasurer’s Office, Pederal
Highway Administrations and various auditorganizations:

This position communicates:extensively throiigh E<mail, phione and through presentations during mectings about matters related to:
business process/procedures, réporiing requircmentsy statutes and metiodology.

PHYbleL MENT‘AFAND EMOTIONAL: REQU%F‘?:EMEN
Entployees may he rm*;wred 10-sit for long periods of time using o Ley&oar | and video display terminal. They may also:be required to

move large or cuntbiersothe reports frony one location o another: Employees st be: able to concentrate and et strict deadlings at
times: Mostof the fobss in the Division require interaction with‘many péaph, 1ti i$ imporant that eniplayeds work with othets ina
cooperative manner.
| havi readiand understing the duties tisted above and can performv them withiwithout rensonable accommodation.

(L you believe yowmay require reasonable accommodatio Iume discuss (his with the hiring supervisor. 1£yo0 are uisure whether
yowrequire reasonable accommodation, informy the hirin sor who will disciss your concerns with the Reasonable
Acconmodation Coordnmlor.)
WORK ENVIRONMENT L ) N _
‘While at their base of operation, employees will work in a climate-controlled office under artificial light. However, due to periodic
probiems with the heating and:air condi itioning: the building temperature may fluctuate. Most employees willwork in workstations
within shared-cubicles. Warkmg Tiours swiil be set sometime between 6:00 am and $:00 pan, Vacations will berestricted daring peak
times.and fiscal year-end closing. Employees imay be téquired to mve! in state, bt thie travel it is not veey frequent.

1o ni

I ave Tead, Understand and can perform the dulies listed above, (If you believe you may require reasonable
accommiodation, please discuss this with your hiring supervisor. If you are unsure whether you require reasonable
accommodation, inform the hiring supervisor Who will discuss your concerns with the Reasonable Accommodation
Coordinator:)
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EMBLOVEE (Prnt)

EMPLOVEE (Signature)

: FA'TE

| have discussedthe duties with and provided a copy of thig du

y statement to the employee named above.

SUPERVISOR (Print)

SUPERVISOR (Signature) |

(m —




