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1. Institution/Division/Office: 2. Unit/Industry/Enterprise: 

3. Classification Title: 4. Proposed Incumbent (if known): 

5. Current Position Number (Agency-Unit-Class-Serial): 6. Effective Date: 

7. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions: 

8. Work Schedule:
9. Percentage (%) of 

time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

ESSENTIAL FUNCTIONS 

(Continued on Page Two) 
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9. Percentage (%) of 
time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

MARGINAL FUNCTIONS 

ADDITIONAL EXPECTATIONS 

11. SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 

12. DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE: 

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office / Fiscal Services/ CALPIA
	2 UnitIndustryEnterprise: Accounts Payable 
	3 Classification Title: Accounting Analyst
	4 Proposed Incumbent if known: Vacant
	5 Current Position Number AgencyUnitClassSerial: 063-041-4582-003
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under close supervision from an Accounting Administrator I (Supervisor) of Accounts Payable, this position is responsible for professional level accounting duties in the Accounts Payable Unit associated with vendor payments, analysis, reporting and reconciliations.
	8 Work Schedule: Monday-Friday; 8:00am-5:00pm or 8:30am to 5:00 pm
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: 
	DATE: 
	PRINT MANAGERSUPERVISOR NAME:  Mena Awad
	DATE_2: 
	HR APPROVAL: NL 7/7/2025
	ESSENTIAL FUNCTIONS: Analyze and interpret “service-type” contract language to ensure vendor invoices are paid per the terms of the contract.  Analyze the stated terms on each contract with each vendor invoice, verify quantities received and invoiced, correct vendor’s invoices appropriately, advise staff on terms and corrections required.  Once all data is correct and verified, process the payment(s) to vendor.  Analyze the Revolving Fund and process requests to ensure all data is accurate and then prepare check requests.  Analyze accounting data to identify discount opportunities based on State Administrative Manual rules and apply to capture the discount.  Assist with reimbursing the Revolving Fund, which includes preparing AP coding forms; input data such as the vendor’s identification number, the vendor’s invoice number, invoice amount and date, contract number, etc. into the Enterprise Resource Planning System (ERP). Research, maintain, analyze, and process data in CALPIA’s contract Access vendor database.  Develop and reports and utilize CALPIA’s ERP system and Spreadsheet Server to research data and perform analysis.Gather, analyze, compare, correct, and reconcile accounting data pertaining to CALPIA’s financial statements.  Ensure the accuracy of general ledger accounts and expense accounts); independently prepare and post journal entries, generate and analyze accounting reports utilizing CALPIA’s ERP system and Spreadsheet Server to research data and perform analysis.  Completes various Accounts Payable reports such as: 3006/3008 reconciliation and Claims Paid. This includes analysis and reconciliation of payment information and ensuring compliance with regulatory guidelines.Review AP audit-trail reports to ensure the appropriate cost center and general ledger account is charged and make decisions to create and post general ledger accounting information into the ERP system.Assist with the compilation of the financial statements, which includes complete monthly and year-end accounts payable accruals, review accrual reports for erroneous data, and transactions/corrections to purchase order records, etc.
	9: 
	 Percentage (%) of time performing duties1: 40%30%15%10%
	 Percentage (%) of time performing duties2: 5%

	MARGINAL FUNCTIONS: Communicate with institutions, central office staff, vendors, and state control agency personnel to research and resolve accounting issues; serve as an analyst for the Accounts Payable Supervisor. Assist with training staff. Work on Accounts Payable special projects to improve and develop accounting processes and/or ISO procedures. Work with institution staff to analyze and maintain the “OPEN P.O. REPORT” to ensure the accuracy of accruals and data records. Assist with the year-end audit process by working with external auditors and completing their requested assignments associated with the audit. Perform other duties related to the classification such as filing payment documents, assist with training staff, utilize computer software such as Microsoft Word or Excel, assist with year-end inventory valuation, process payments, etc. Perform other assigned analytical duties to support the Accounts Payable Unit and Accounting Services.  Participate on team projects as requested by management to evaluate processes and develop enhancements and data.  
	ADDITIONAL EXPECTATIONS: Expected to have strong ability to analyze data, good interpersonal skills with all levels of staff, be a team player, be able to multi-task while maintaining efficiencies and accuracy and have the willingness to learn and perform detailed work, be dependable; and communicate effectively in both writing and orally. 


