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	DIVISION / UNIT
	CLASSIFICATION TITLE

	

Accounting Services Branch – Corcoran
Travel Unit
	Accounting Administrator I Supervisor

	
	WORKING TITLE

	
	Accounting Administrator I Supervisor

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	FT
	S01
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	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Corcoran
	
	01/22/2025

	CDCR’S MISSION and VISION

	Mission
To facilitate the successful reintegration of the individuals in our care back to their communities equipped with the tools to be drug-free, healthy, and employable members of society by providing education, treatment, rehabilitative, and restorative justice programs, all in a safe and humane environment.
Vision
We enhance public safety and promote successful community reintegration through education, treatment, and active participation in rehabilitative and restorative justice programs.

	COMMITMENT TO DIVERSITY, EQUITY, AND INCLUSION

	The California Department of Corrections and Rehabilitation (CDCR) and California Correctional Health Care Services (CCHCS) are committed to building and fostering a diverse workplace. We believe cultural diversity, backgrounds, experiences, perspectives, and unique identities should be honored, valued, and supported. We believe all staff should be empowered. CDCR/CCHCS are proud to foster inclusion and representation at all levels of both Departments.

	DIVISION OVERVIEW

	BRIEFLY DESCRIBE THE DIVISION/UNIT FUNCTIONS

	You are a valued member of the Department’s team. You are expected to work cooperatively with team members and others to enable the Department to provide the highest level of service possible. Your creativity and ingenuity are encouraged. Your efforts to treat others fairly, honestly and with respect are critical to the success of the Department’s mission.

	GENERAL STATEMENT

	BRIEFLY (1 OR 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS

	Effective on the date indicated, in accordance with state and departmental policies and procedures, and under general supervision from the Accounting Administrator II, the  Accounting Administrator I Supervisor is assigned the following duties and responsibilities described below. This position includes supervisory responsibility.  

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.

	30%

	Supervises the work of technical, professional and semi-professional accounting staff performing mission functions to ensure adherence to quality standards, deadline, and proper procedures.  Assist in correcting errors or problems.  Provide employee with guidance in handling difficult or complex problems and in resolving escalated complaints or disputes.  Assist the Accounting Services (ASB) Manager in communicating the ASB Strategic Plan to all staff to ensure that expectations associated with the Mission, Values, Goals and Vision are being followed.  Provide staff with the tools, training, and the sharing of information to meet those expectations.  Plans, organizes, direct, and reviews the workload of the Travel Unit.  Duties include hiring, assigning, and training staff.  Prepares and monitors monthly and year-end work plans.  Prepares probation and performance reports for the unit staff. 

	30%
	Implement state governmental and departmental policies, procedures, and service standards in conjunction with upper management to ensure accurate and timely expenditure postings to various funds, appropriations and budgeted line items.  Interprets and communicates bargaining contracts, operational procedures, rules, policies and standards affecting the employee and travel reimbursement unit.  Review records and reports pertaining to production to verify details, monitoring work activities, and evaluate performance.  Ensures the staff accomplishes and maintains the appropriate level of quality, quantity, effectiveness and internal control.  Make adjustments on a regular basis to ensure compliance to new or changes to policies/directions.  Attendance of meeting and training may require overnight or out of town travel.

	25%
	Recruits, interviews and selects employees.  Trains and instructs employees in job duties and department policies or arrange for necessary training to be provided.  Discuss job performance problems with employee to identify causes and issues and work on resolving problems.  Evaluates employees’ job performance and conformance to regulations and recommend appropriate personnel action.  Prepares personnel documents to hire, supervises and evaluate staff. Ensure and encourage various training and development of staff.  Responsible for enabling and complying with the mandatory training for staff and leadership training.

	10%
	Special projects, write and/or reviews Financial Information Memos, Travel Bulletins and other fiscal policies/procedures affecting institutions/program and ASB.  Ensures their work groups recognize and maintain the appropriate level of quality, effectiveness, internal control, and separation of duties within the Accounting Office to ensure the safety and integrity of departmental assets.

	5%
	Provides regular updates, implementation or interpretation of ASB’s Office Policies and Expectations Handbook and Employee Expectations memos and other documents to direct reports.  Works with the chain of command and other programs/units for clarification of and compliance to policies and procedures related to reasonable accommodation, employee wellness, injury prevention, telework, travel, training, etc. As needed or on a rotational basis, assigned/designated as “Manager of the Day” – for overall in-office supervisory coverage.  In the absence of the AA II or as a backup, monitors and reports in COMPSTAT, SharePoint and/or ASB’s shared files about vacancies, staff leave usage, and required governance or other reporting activities. As needed, oversees and reports on issues related to the building lease, maintenance, safety and janitorial issues to the AA II and/or Facilities, Planning and Construction Management.  Coordinates ordering of office supplies.

	SPECIAL REQUIREMENTS

	· CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy and all prison inmates, visitors, nonemployees and employees shall be made aware of this.

	CONSEQUENCE OF ERROR

	· Consequences of error may result in providing insufficient financial services and technical expertise to stakeholders. Such insufficiencies can result in (a) inefficient use or misdirection of department resources resulting in the inability to meet efficiency and time line goals, (b) varying degrees of negative financial impacts to the department, (c) decline in customer services, (d) diminished stakeholder confidence, (e) increased audits, and (f) possible reduction of funding or resources.

	To be reviewed and signed by the supervisor and employee:
EMPLOYEE’S STATEMENT:
· I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH MY SUPERVISOR AND RECEIVED A COPY OF THIS DUTY STATEMENT.

	EMPLOYEE’S NAME (Print)
	EMPLOYEE’S SIGNATURE
	DATE

	
	
	

	SUPERVISOR’S STATEMENT:
· I CERTIFY THIS DUTY STATEMENT REFLECTS CURRENT AND AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION
· I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE A COPY OF THIS DUTY STATEMENT.

	SUPERVISOR’S NAME (Print)
	SUPERVISOR’S SIGNATURE
	DATE

	
	
	



