DUTY STATEMENT

CALIFORNIA DEPARTMENT OF VETERANS AFFAIRS
	PART A



	Position No:  831-461-4177-003
	Date: 

	Class: Accountant I (Specialist)
	Name:

	Under the direct supervision of the Accounting Administrator I (Supervisor), in the Cashiering and Travel Unit, the Accountant I (Specialist) will perform the more difficult semi-professional accounting work and account maintenance functions related to the Home Loans and General Fund activities which include the application of accounting principles and good judgement to ensure accuracy in accordance with government regulations, California Department of Veterans Affairs (CalVet)  policies, and other rules and regulations to ensure integrity of the various funds.  The Accountant I (Specialist) utilizes a variety of databases, including the Remittance Processing System, Mitas Mortgage Loan System, the CashPro Online scanning system, and the California Automated Travel Expense Reimbursement System (CalATERS).  

	Percentage of time performing duties:
	ESSENTIAL FUNCTIONS

	50%
30%
       15%

	Gather, compile, and interpret written and numerical data provided with CalVet’s mortgage loan statement and payment instruments to reconcile to the system information.  Prepare batches for entry of the more complex manual loan payments into the MITAS Mortgage Loan System.  Research, evaluate, and identify account data inconsistencies, including check guarantee issues; and solve problems accurately and take effective action.  Navigate and utilize on-line tools and data systems required in the Mitas Mortgage Loans and the new CashPro Online banking systems to prepare, manage, maintain, and present new complex data and reports of the cash receipts for the CalVet Home Loans and General Funds.  Analyze account and payment data for accuracy and completeness.  Resolve documentation problems with key staff from other units.  Reconcile payment input totals to the systems encoded amount totals.  Print trial balance reports and reconcile batch totals.  Review, reconcile, and log completed batches. 
Perform detailed analytical review of all employee Travel Expense Claims (TEC’s) to ensure claims meet the Department of Human Resources, State Controller’s Office, State Administrative Manual, Board of Control, and CalVet policies, rules, and regulations.  Communicate with employees both orally and through written means to resolve travel related questions and issues arising from processing TEC’s.  Request documents or forms to complete the processing of claims.  Provide excellent customer service to CalVet’s frequent travelers, answer questions, and provide assistance with all travel related issues.
Date stamp incoming documents and distribute to the appropriate offices, units, and specific staff as directed.  Assist with training staff on processes and procedures. Maintain and update desk manuals.
The incumbent routinely works with and is exposed to sensitive and confidential issues and/or materials and is expected to maintain confidentiality at all times.

	NON-ESSENTIAL FUNCTIONS



	5%
	Other related duties as assigned.


	Position No:  831-461-4177-003
	Date: 

	Class: Accountant I (Specialist)
	Name:

	PART B - PHYSICAL AND MENTAL REQUIREMENTS

OF ESSENTIAL FUNCTIONS

	Activity
	Not

Required
	Less than 25%
	25% to 49%
	50% to 74%
	75% 

or More

	VISION:  View computer screen; prepare various forms, memos, reports, letters, and proofread documents.
	
	
	
	
	X

	HEARING: Answer telephone; communicate with Administration, department managers, department staff; provide verbal information.
	
	
	
	
	X

	SPEAKING:  Communicate with staff, residents, and the public in person and via telephone; interact in meetings.
	
	
	
	
	X

	WALKING:  Within the Agency to various units.
	
	
	X
	
	

	SITTING:  Work station; meetings; training.
	
	
	
	
	X

	STANDING:  Copy documents; review records.
	
	
	X
	
	

	BALANCING:
	
	X
	
	
	

	CONCENTRATING:  Review documentation for accuracy; complete forms; research laws, rules and processes.
	
	
	
	
	X

	COMPREHENSION:  Understand laws, rules, regulations, policies and procedures; content of meetings, trainings and work discussions.  
	
	
	
	
	X

	WORKING INDEPENDENTLY:  Must be able to apply laws, rules and processes with minimal guidance. 
	
	
	
	
	X

	LIFTING UP TO 10 LBS:  
	
	
	
	
	X

	LIFTING 10-25 LBS:
	
	X
	
	
	

	LIFTING 25-50 LBS:  
	
	X
	
	
	

	FINGERING:  Push telephone buttons, calculator keys, and computer keyboard.  
	
	
	
	
	X

	REACHING:  Answer telephone; use a mouse; retrieve documents from printer.
	
	
	
	X
	

	CARRYING:  Transport documents. 
	
	X
	
	
	

	CLIMBING:  Stairs. 
	
	X
	
	
	

	BENDING AT WAIST:  Use copier; access low file drawers.  
	
	
	X
	
	

	KNEELING:  Access low file drawers.  
	
	X
	
	
	

	PUSHING OR PULLING:  Open and close file drawers. 
	
	
	X
	
	

	HANDLING:  Sort paperwork; distribute mail.  
	
	
	
	
	X

	DRIVING:  Special events
	
	X
	
	
	

	OPERATING EQUIPMENT:  Computer, telephone, copier, printer, fax machine.
	
	
	
	
	X

	WORKING INDOORS:  Enclosed office environment.
	
	
	
	
	X

	WORKING OUTDOORS: Special events.
	
	X
	
	
	

	WORKING IN CONFINED SPACE:  File, supply, storage rooms, etc.
	
	X
	
	
	


I have read and understand the duties listed on this Duty Statement and I can perform these duties with or without reasonable accommodation.  (If reasonable accommodation may be necessary, discuss any concerns with the Equal Employment Opportunity Office.)

Employee signature__________________________________________________ Date _____________

Supervisor signature _________________________________________________ Date _____________
Human Resources signature   __________________________________________ Date _____________
Rev 12/20/2017

