DUTY STATEMENT

G\ LCTRA

Career Training | Quality Products | Changed Lives

1. Institution/Division/Office:

Central Office / Fiscal Services/ CALCTRA

2. Enterprise/Unit:

Accounting — Fixed Assets Unit

3. Classification Title:
Associate Accounting Analyst

4. Working Title:

Associate Accounting Analyst

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:
063-041-4588-002 RO1 2 (Non-Exempt) |[Sacramento

9. Tenure: 10. Time Base:

Permanent Full-Time

11. License Requirement: 12. Endorsement Requirement:

N/A - Not Applicable N/A

13. Retirement Category: 14. Work Schedule:

Industrial Monday - Friday 8:00am - 5:00pm
15. Incumbent Name (If known): 15a. Effective Date:
Vacant

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:
Under the supervision of the Accounting Administrator | (Supervisor), this position is responsible for the development,
implementation, and operation of a complex fixed asset control system in accordance with Generally Accepted Accounting

Principles (GAAP) and the policies of the State of California.

17. Percentage (%) of
time performing
duties:

30%

18. 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

Advises and leads staff on property related issues, as well as creates reports and analyzes
data for management and field staff. Gathers, analyze, compare, correct, and reconcile
accounting data pertaining to CALCTRA's financial statements. Independently reviews,
prepares and posts journal entries for accounting tasks, generates and analyzes accounting
reports. Primarily works with the most complex accounting data. Performs complex analysis,
develops solutions, implements recommendations, and monitors while ensuring business
process improvements. Maintains daily subsidiary property ledgers for each institution and
factory of any additions, transfers, PO corrections, reclass, surveys and depreciations.
Prepares daily and monthly asset reports and monitors accounts to ensure appropriate coding
and recording, following accounting monthly schedule. Develops improvements to issue
directives concerning State and departmental property policies. Prepares, reconciles, and
analyzes fixed assets. Run asset report, compiles asset data, to distribute to sites/cost center
for reconciliation review.

(Essential Functions Continued on Page 2)
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17. Percentage (%) of
time performing
duties:

30%

25%

10%

18. 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.

Utilize CALCTRA's automated system (ERP) for the purposes of research, input and post
accounting information, designing and generating accounting reports using the ERP query
function, etc. Utilize Microsoft Excel to upload accounting data and generate financial reports,
perform analysis of data, provide reports and recommendations to management based on
analysis and findings, implement approved processes, and monitor. Running the monthly
depreciation calculation prosses for fixed assets, and other tasks applicable to the Fixed
Assets unit, ensuring accuracy and compliance with accounting standards. Assist with the
year-end Financial Notes, Gross Margin analysis, accruals, all external auditor requests for
data and supporting documentation. Records, classifies, and monitors new improvement
projects, office and non-office equipment, sensitive equipment, building projects, expendable
tools, construction-in-process, orchards, and vehicles. Determines the useful life of asset

purchases. Leads and manages the team in the implementation of the Sage software.

Monitors, approves, and processes Property Survey Reports, Transfers of location of
Equipment, and related documents. Recommends appropriate action. Acts as primary
contact and provides direction to all factories and central office in the disposition survey,
disposal, trade, or sale of surplus, obsolete, or inoperable equipment and raw materials.
Approves logs and assists factory staff with property methods of surplus property acquisitions
from federal surplus auctions. Obtain, analyze, and reconcile rolling stock fixed asset data for
CALCTRA. Research obtains missing data and enters data into the Cherwell system.
Prepare, reconcile, and analyze rolling stock fixed assets Coordinates the requirements of
Bureau of Automotive Repair (smog) in conjunction with CALCTRA Business and Support

Services. Responsible for ensuring registration of rolling stock.

Performs audits of CALCTRA's fixed assets. Travels to institutions to conduct periodic
physical property inventories. Inspects, determines the condition of, and recommends
disposition of property. Investigates discrepancies between inventory and property records.
Writes a memorandum, detailed procedures, work instructions and policies in accordance with
International Standards Organization. Prepares annual audit reports, worksheets, and
reconciliations. Develops and implements procedures designed to comply with audit
recommendations. Assists with the year-end financial audit and completes the year-end

closing process as well as the required duties and tasks assigned.

(Marginal Functions on Page 3)
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18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for

17. Percentage (%) of
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

time performing
duties:

Participates in other special project teams and performs other analytical duties as required
related to the classification. Must complete all mandated and job-related training.

5% Required to work hours more than a normal workweek (Monday-Friday 8:00-5:00) as needed
to meet Accounting property deadlines determined by the Accounting Administrator |, Chief of

Strategic Initiatives and/or Chief Financial Officer.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

SPECIAL REQUIREMENTS

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated
individuals, visitors, non-employees, and employees shall be made aware of this.

19. Supervisor Statement: “/ have discussed the duties of the position with the employee”.

20. Date Supervisor Provided Employee with a Copy of this Duty Statement:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE:
Vacant

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Andreea Slabu
HR APPROVAL:
NO 2/18/2026
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