CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT
VACANT POSITION 
	WORKING TITLE OF POSITION:

Accountant I (Specialist)
	REPORTING UNIT NUMBER:

273

	DIVISION/BRANCH OR CENTER:

Accounting
	LOCATION:

CCC Headquarters Sacramento

	CLASS TITLE:

Accounting I (Specialist)
	POSITION NUMBER:

533-0273-4177-005
	EFFECTIVE DATE: 

AUGUST 2020


NO SUPERVISION
	NUMBER


	DIRECT SUPERVISION CLASSIFICATION


	NUMBER


	INDIRECT SUPERVISION CLASSIFICATION



	Effective on the date indicated, the employee performs the following duties and responsibilities assigned to the above position:

	Relative time required) Indicate %
	Brief description of important duties.  Group duties in numbered paragraphs. Use additional sheets if necessary.

	
	Under the direct supervision of the Accounting Administrator I Supervisor, the Accountant I performs a variety of accounting duties that require knowledge of financial recordkeeping, basic principles of accounting, and governmental accounting principles and procedures.

	45%
	Open, date stamp, sort and distribute incoming Accounting mail to the appropriate desks in the office. Sort checks received in Accounting for various accounts receivables, payroll accounts receivables, abatements, repayment of revolving funds, etc. Compute and prepare daily deposit slips to deposit checks into the Department’s bank account. Prepares and submits cash remittances for cash receipts, electronic funds transfers, undeliverable warrants, and stale dated checks to the State Treasurer’s Office (STO).  Identify, reconcile and post payments received to the applicable general ledger account in the Financial Information System for California (FI$Cal), including wire transfers created by the State Treasurer’s Office in FI$Cal. 

	25%
	Track and maintain the uncleared collections account. Perform a preliminary review and report the monthly activity to management on pending unclearing collections items. Contact programs and/or vendors regarding any checks that are unidentified and return checks that do not belong to the department. Provide payment information to the Accounts Receivable and Payroll desks for their records and file all deposit slips and supporting documentation. Work with Accounting staff to clear outstanding deposits and track earned revenue. Process any dishonored checks received and contact/follow up with the vendor/program on the status of payment.  

	15%
	As needed, assist Accounts Payable (AP) creating vouchers as directed by the AP Manager.  

	10%
	Backup to the Payroll desk; distributing payroll warrants to the designated Centers.  

	5%
	File, organize, scan, photocopy and/or fax documents as requested by Accounting Managers.


