



	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)
	Working Title of Position
Accounting Officer (Specialist)

	
	Division and/or Subdivision
Accounting-Accounts Payable

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”.  The Position Essential Functions Duties Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties with the employee assigned to the position.  Both the employee and supervisor sign the document where indicated.  The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters
West Sacramento

	
	Class Title of Position
Accounting Officer (Specialist)

	
	Position Number
541-022-4546-034

	
	Effective Date
11/01/2025

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	
     

     

     

45%

     

     

     

     




30%

	
Under general supervision of the Accounting Administrator I (Supervisor) over the Accounts
Payable Unit, the Accounting Officer (Specialist) performs professional accounting duties of
average difficulty in the establishment and maintenance of accounts and financial records.
Specific duties include:
     

*Analyze, audit, and create invoice vouchers for more complex accounting activities, such as
contracts, leases, bonds, grants, settlements, and WEX to ensure compliance with the State
Administrative Manual (SAM), Government Codes, Memorandum of Understanding (MOU),
Department of General Services (DGS) and CALFIRE (Department of Forestry and Fire Protection) rules and regulations. *Record payment transactions and process Journal Vouchers (JVs) in Financial Information System for California (FI$Cal). *Process denied and reset vouchers. *Handle escheat claims, abatements, and stop payment requests. *Process uniform and tool allowance requests received from Human Resources (HR) units. *Assist with Direct Transfers. *Review, verify, and approve invoices and P-Card vouchers for accuracy in FI$Cal, ensure proper chart field values are entered and proper documentation attached. *Review contracts for all Business Units. *Approve purchase orders (PO) for BU 0540 and 3110 as approver two for the department’s procurement activities.
     
*Process vouchers to refund overpayments to employees and/or vendors. *Assist in providing
training for other staff. *Initiate research and resolve issues related to invoice processing
by running queries and reports in FI$Cal. *Create correction documents to clear any
erroneous postings. *Calculate and process late payment penalties in accordance with the
Prompt Payment Act. *Assist in preparing diesel tax payments for monthly reporting to
California Department of Tax and Fee Administration.
     

     

     

     


	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	[bookmark: Text4]Job qualifications and/or conditions of employment:      


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	[bookmark: Check1]|_|  Posted to Directory
	
	

	
	
	Initials and date
	

	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16) - PAGE 2

	Working Title of Position
Accounting Officer (Specialist)

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	
20%

     

     

     

5%

     

     

     

     
	
*Responsible for providing appropriate and timely research for payment inquiries for
management, vendors, field office staff, and control agencies. *Provide proper coding
information for abatement checks. *Provide updates and status reports as needed. *Prepare
year-end accruals, adjustments, and journal entries to prevent reporting errors in financial
statements. *Develop and write accounting procedures pertaining to FI$Cal accounts
payable processes.
     

Other duties as required, such as helping with special projects as directed, sorting mail,
logging, filing, etc. Act as a back-up to other staff when needed.
     

Desired Qualifications: 
· Experience with Microsoft Suite
· Excellent ability to work in a team environment.

     

     

     

     

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment:      


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	|_|  Posted to Directory
	
	

	
	
	Initials and Date
	






