Position Number: 051-550-4582-056
             Name: 
Date


OFFICE OF THE STATE CONTROLLER
Proposed
DUTY STATEMENT

	EMPLOYEE NAME

Vacant
	DIVISION

Unclaimed Property

	CLASSIFICATION TITLE

Accounting Analyst 

	UNIT NAME - LOCATION

Security Analysis Unit

	WORKING TITLE

Accounting Analyst 
	POSITION NUMBER

051-550-4582-056

	
	EFFECTIVE DATE

TBD


SECTION A: GENERAL DESCRIPTION 
Under the general direction provided by the Accounting Administrator I (Supervisor), the incumbent will be expected to understand and utilize the Unclaimed Property Management System (UPMS), the State of California laws and financial organization, policies, rules, and regulations of the Legislature, State Treasurer, Department of Finance, and central control agencies as they relate to the State Controller’s Office (SCO) financial management activities, governmental accounting principles, and procedures prescribed by the SCO. The incumbent will apply analytical procedures necessary to reconcile various accounts in the UPMS, independently maintain records related to the securities escheated to the SCO, Unclaimed Property Division (UPD).  The incumbent will apply accounting principles and practices; analyze situations accurately and adopt an effective course of action; prepare clear, comprehensive, and concise reports; apply principles of financial markets and develop departmental financial markets related policy; apply statistical methods; analyze a variety of securities accounting data; identify trends, make projections, and draw conclusions; make sound decisions and recommendations with regard to accounting problems; work closely with operating managers to identify accounting office capabilities as they apply to a variety of program needs; establish and maintain cooperative relations with those contacted in the work; and communicate effectively. The incumbent will operate at the developmental, first journey level of this classification, exercise a high degree of independence and perform the full range of duties including, but not limited to, the following functions:

SECTION B: ESSENTIAL FUNCTIONS

Candidates must have the ability to perform the following essential functions with or without reasonable accommodations.

Percentage of                       Typical Task
  Time Spent
	45%
	Reconcile the securities in the securities portfolio and process less complex security claims for payment. 
Analyze and review less complex security claims and process them per the UPMS workflow, desk procedures and guidelines prior to the final approvals to reunite the abandoned properties with their rightful owners.

Conduct thorough research and analysis of fiscal transactions for securities from multiple internal and external sources, compile corporate action and share information to analyze and reconcile the UPMS records to the security events recorded in the various documents.  

Reconcile all security issues and custodian shares balances in UPMS against account statements and other source documents received from the SCO’s contracted broker and other brokers; create and maintain account backup worksheets.

Identify, analyze and post all applicable corporate actions to UPMS and add system notes per the established procedure.
Analyze and verify that postings of shares and cash received as a result of corporate actions are complete utilizing financial databases and online resources to ensure data is posted accurately in UPMS. 
Discuss discrepancies with the unit leads and management, make necessary corrections as appropriate, and forward the completed security claims for approval and payment.


	35%
	Perform peer/second reviews of assignments as directed by the unit supervisor and the section manager to ensure the integrity of the financial records and to safeguard the financial assets for accurate and timely security claim payments.

Identify and process reports of the security issues fully reconciled for claims per established procedure utilizing system’s features.  Contact internal and external resources to resolve discrepancies related to corporate action or transfer of securities.

Identify problem areas, research, develop and present alternative solutions to management for approval.
Prepare system requests to make necessary corrections to the records in UPMS due to system conversion errors and system restrictions.


	10%
	Provide accounting information, stats and reports to management.

Develop and update accounting procedures, identify efficiencies and recommend improvements to the security reconciliation, security claim analysis and other unit processes.  
Work on other assignments and special projects as directed by the management.


	10%
	Analyze accounting data and identify program problem areas so that corrective measures may be implemented.
Advise UPD management regarding securities and market trends, interpreting accounting data to identify problem areas and recommending corrective measures.  
Resolve inquiries from the internal and external customers and draft applicable correspondence.

Identify system issues and propose solutions to management for UPMS enhancements.  



SECTION C: NON-ESSENTIAL FUNCTIONS

	 0%
	None


SECTION D:  ADA REQUIREMENT
Alternative will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act.
SECTION E: KNOWLEDGE, SKILLS AND ABILITIES
The Accounting Analyst (AA) is a developmental and first journey level analytical position, requiring limited supervision and proficiency in handling moderately complex assignments.  The AA should have a general knowledge of accounting principles and procedures, governmental accounting and budgeting, principles of electronic data processing, principles of policy formulation, statistical methods, principles of finance, business law, and principles of business management. 
The AA should have the ability to apply accounting principles and practices, analyze data and draw sound conclusions, analyze situations accurately and adopt an effective course of action, prepare clear, comprehensive, and concise reports, apply principles of finance and develop financial policy, apply statistical methods, analyze a variety of accounting data, identify trends, make projections, draw conclusions, make sound decisions and recommendations regarding accounting problems, establish and maintain cooperative relations with those contacted regarding work, interpret and apply laws, rules, standards and procedures, and communicate effectively.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)
Failure to accurately perform the essential functions of this position could impede the Unclaimed Property Division’s ability to fulfill its responsibilities. Failure to use good judgment in the handling of sensitive and confidential materials could result in erroneous information provided to claimants, holders, management, and staff.

SECTION G: PERSONAL CONTACT

The incumbent may independently interact and confer with peers, management, companies, brokers, security holders, transfer agents, and financial organizations. 
SECTION H: WORK ENVIRONMENT

While at the base of operation, employee will work in a climate-controlled office under artificial lighting. When traveling, the incumbent may be subject to the elements of the destination. 
SECTION I: PHYSICAL REQUIREMENTS
The AA may be required to sit for long periods of time using a keyboard, mouse and video display terminal.
	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	X

	Walking
	
	X
	
	

	Standing
	
	X
	
	

	Bending (neck/waist)
	
	X
	
	

	Squatting
	
	X
	
	

	Climbing
	X
	
	
	

	Kneeling
	
	X
	
	

	Crawling
	X
	
	
	

	Twisting (neck/waist)
	
	
	X
	

	Is repetitive use of hand(s) required?
	
	
	
	X

	Simple Grasping (R or L)
	
	
	X
	

	Power Grasping (R or L)
	X
	
	
	

	Fine Manipulation (R or L)
	
	X
	
	

	Pushing/Pulling (R or L)
	
	X
	
	

	Reaching (above/below shoulder level)
	
	X
	
	

	Lifting/Carrying
	Describe the heaviest item required to be lifted or carried, the frequency and the distance: 
Boxes of computer printouts lifted from shelves to floor and from floor to shelves in the file room.


SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.

________________________________________
_____________________

Employee Signature




Date

I have discussed and provided a copy of this duty statement to the employee named above.

_______________________________________
_____________________

Supervisor Signature




Date
Updated 2.23.26
Rev. 10/16


