CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT
	WORKING TITLE OF POSITION:

Accounting Officer (Specialist)
	REPORTING UNIT NUMBER:

2273

	DIVISION/BRANCH OR CENTER:

Accounting
	LOCATION:

CCC Headquarters Sacramento

	CLASS TITLE:

Accounting Officer (Specialist)
	POSITION NUMBER:

533-273-4546-XXX
	EFFECTIVE DATE: 

May 2019

	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 general supervision of the Accounting Administrator I, the Accounting Officer (Specialist) performs a variety of accounting duties that require knowledge of financial recordkeeping, basic principles of accounting, and governmental accounting principles and procedures.

	40%
	Receives, reviews, and reconciles P-Card invoices to monthly statements, purchase orders, goods/stock received reports, and ensures accuracy of charges.  Audits all cardholder purchases for appropriate signatures and required documentation, such as purchase orders, reconciles statement of accounts and ensures all cardholders submit monthly P-Card statements.  Ensures the maintenance of all P-Card accounts while centers are using their accounts.  Reviews for any discrepancies or if action will be taken to credit the disallowed purchases.  

	20%
	Audits and reviews coding for appropriate Reporting Structure, Account/Alt. Account, and Program Cost Account and its FI$Cal coding counterparts to record expenditures.  Prepares and posts P-Card expenditures into FI$Cal system to submit claim or voucher to SCO.  Prepares and assembles claim schedules and submits them to State Controller’s Office for payment in a timely manner.  Sends correction notices to the P-Card users, provides assistance/guidance related to prohibited and allowable P-Card purchases. 

	15%
	Responds, verbally or through written correspondence, to questions related to the program policies from all departmental personnel.  Establishes good working relationships and continual communication with Business Services and field offices/centers regarding P-Card bill cycles in relation to billing cutoffs and when payments are received.  Works through issues on how to resolve P-Card accounts in suspense due to late payment.

	10%
	Processes and updates the departmental policies related to the P-Card Program. Maintains the department’s tracking and reporting P-Card activities in the payment log on a monthly basis. Completes a monthly reconciliation between the US Bank statements and payment log spreadsheet to ensure payments are applied correctly.  Updates desk procedures to keep them current. This position acts as the liaison between control agencies, such as State Controller’s Office, field offices/centers, and headquarters.


	10%
	Assists in preparing year-end accruals and payments of accruals.  Attends various FI$Cal meetings, such as town halls, train-the-trainer sessions and teach-back sessions.  Trains current and any new incoming Accounting staff on FI$Cal accounting modules, such as Accounts Payable module, P-Card, supplier set-up, and purchase order module.  Writes and maintains desk procedures for the P-Card process in FI$Cal.

	5%
	Assists with manual Claim Schedule entries and with the daily sorting and distribution of mail received in the Accounting Branch.


          _____________________________     _________________________    ___________
Proposed








