California Department of Education
4 Human Resources Division XICURRENT
HRD-002 (Revised 06/2024) [JPROPOSED
DUTY STATEMENT PRLOG #:

CIVIL SERVICE CLASSIFICATION WORKING TITLE
Accounting Officer (Specialist) Accounting Officer (Specialist)
BRANCH
State Special Schools and Services Division
DIVISION OFFICE
State Special Schools and Services Division California School for the Deaf, Riverside
CBID WWG | PCN POSITION NUMBER | SPECIFIC LOCATION
RO1 Ol © 205-020-4546-001 Riverside
PROBATIONARY PERIOD | TENURE TIME BASE BILINGUAL POSITION
|6 Months Ol Permanent 9|||Full-Time 9]({|No 0‘
TELEWORK OPTION SAFETY SENSITIVE POSITION CONFLICT OF INTEREST CLASSIFICATION
|In-Office Ol |No 0‘ |Yes 0‘

DIRECTION STATEMENT AND GENERAL DESCRIPTION OF DUTIES

Under the general supervision of the Senior Accounting Officer (Supervisor), the Accounting Officer Specialist,
applying accounting principles and procedures to perform professional accounting tasks through the establishment
and maintenance of accounts and records for accounting activities of the State Special Schools and Services
Division's (Division) centralized accounting office in account payable unit.

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS

All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and
possess integrity, initiative, dependability and good judgment.

SUPERVISION BY

The Accounting Officer Specialist reports to directly to Sr. Accounting officer (Supervisor) however direction
and assignments may also come from the Business Manager of the site, and CDE HQ Staff Service Manager Il and
Accounting Administrator | superviosr.

SUPERVISORY RESPONSIBILITIES
None

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS

Will work in a temperature controlled environment with LED lighting, predominantly sit at desk during normal working
hours to perform daily duties, and may be required to lift and carry document archive boxes weighing up to 25 Ibs.
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|[ESSENTIAL/NON-ESSENTIAL FUNCTIONS

Relative % of Time Required: |35% [X]Essential Function [ ]Non-Essential Function

Duties Performed

Plan, organize, and process ARs, deposits, vouchers, travel claims, vendor data records, check processing and printing
for the six State Special Schools/Diagnostic Centers. Monitor, review and certify correctness and appropriateness of
vouchers in the Financial Information System for California (Fi$Cal), and submission to the State Controller’s Office
(SCO). Ensure that data is being captured correctly and in a consistent manner that is legally compliant with the State
Administrative Manual and for state audits purposes. Performs daily, monthly, and yearly fiscal information to
managers such as gathering data, reconciling records, and compiling information for financial reports. Perform analysis
of Labor Distribution report. Analyze the chart of accounts and make changes as needed. Maintain FISCAL chart of
accounts for the six State Special School/Diagnostic Centers as needed. Audit and approve CalATERS travel advance
and reimbursements, Trust Funds, and Endowment funds. Communicate with SCO, State Treasurer's Office (STO),

Fi$Cal, Department of Finance (DOF), and other control agencies on questions regarding payment and other
accounting related issues.

Relative % of Time Required: |35% [X]Essential Function [ ]JNon-Essential Function

Duties Performed

Act as a lead to review and audit input documents, including vouchers, journal entries, deposits, travels expenses claim
for accuracy. Ensure all errors/ inconsistencies are researched and corrected/ adjusted as appropriate. Timely process
adjusting entries for correcting computation errors and other discrepancies on Fi$cal error reports. Ensure that
accounting transactions compliance with the CA Department of Human Resources, the SCO, State Administrative
Manual (SAM), government code, and the department's business policies, rules and regulations. Perform reconciliation
of the SCO agency control accounts with FISCAL financial records. Request and provide various accounting reports,

including reports for accounts payable, purchase order, labor, budget, etc. for the six State Special schools/Diagnostic
Centers.

Relative % of Time Required: [10% [X|Essential Function [ ]Non-Essential Function

Duties Performed

Maintains, review and reconcile Trust fund accounts and Endowment Fund. This includes daily record keeping logs.

Ensure that transaction records are up to date in the logs and Fi$Cal. Validates request forms for completeness and
accuracy. Provides monthly reports to accounts holders as requested
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Relative % of Time Required: | 10%

[X]Essential Function

Duties Performed

[ JNon-Essential Function

Reviews and monitors Aged Revolving Fund Advances Report and initiates follow up action on all outstanding travel
advances and Revolving Fund replenishing status.

Relative % of Time Required: |5%

[X]Essential Function

Duties Performed

[ JNon-Essential Function

Make initial attempts to resolve problems with internal and external, and other agencies. Documents all contacts.
Safe custodian. Provides back up to other desk or unit as directed by the Accounting Administrator | (Supervisor).

Relative % of Time Required:

5%

Duties Performed

[X]Essential Function [ JNon-Essential Function

Other job related duties as required.
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

- Maintain cooperative, professional, and effective interactions with coworkers, staff, and contractors.

- Shall create and promote an equitable and inclusive workplace where diversity is celebrated and valued.

- Ability to communicate effectively and willingness to learn American Sign Language (ASL).

- Actively supports a safe and hazard free workplace through practice of personal safety and vigilance in the
identification of safety or security hazards.

By signing this duty statement, the employee understands and adheres to all policies and procedures related to
Mandated Reporting of Suspected Child Abuse and Dependent Adult Abuse.

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT

| have read and understand the duties and requirements listed above, and | am able to perform these duties with or
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.)

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT

| certify this duty statement represents a current and accurate description of the essential functions of the position. | have
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE | EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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