G\ LCTRA

DUTY STATEMENT Career Training | Quality Products | Changed Lives

1. Institution/Division/Office:
Central Office/ Fiscal Services

2. Enterprise/Unit:

Reports & Reconciliation and Fixed Assets

3. Classification Title:

Accounting Administrator |, Supervisor

4. Working Title:

Accounting Administrator |, Supervisor

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:
063-041-4549-001 S01 E (Exempt) Sacramento

9. Tenure: 10. Time Base:

Limited Term Full-Time

11. License Requirement: 12. Endorsement Requirement:

N/A - Not Applicable N/A

13. Retirement Category: 14. Work Schedule:

N/A - Not Applicable 8:00 AM - 5:00 PM

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 general supervision of the Accounting Administrator (Sup) Il, the incumbent functions as
the Supervisor of the Reports and Reconciliation (RR) Unit and the Fixed Assets Unit (FA). The
incumbent in this position must understand California Correctional Training and Rehabilitation
Authority's (CALCTRA's) statewide operations and be knowledgeable of the Enterprise
Resource & Planning (ERP) system.

17. Percentage (%) of
time performing
duties:

35%

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

Provides fiscal administration and support to the RR and FA Units. Supervises
staff through the daily, monthly and year-end financial activities of the general
ledger and accounting system. Organizes, plans, directs and monitors the
workload of staff. Hires, trains and supervises staff by providing staff with the
accounting tools, training, and across training to meet CALCTRA accounting
goals and objectives. Approves and prepares probation and annual
performance reports for direct reports. Monitors the quality and quantity of
work produced by the RR and FA Units through various reviews and
approvals to ensure financial accuracy. Establishes and maintains an effective
system of internal controls and develops and maintains policies, procedures,
and work standards to ensure organizational efficiencies. Engages in
continuous review and process improvements to ensure the highest level of
service and the most appropriate use of resources.

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

30%

15%

15%

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.

Prepares and oversees the monthly reports such as financial statements,
Budget to Actual, Gross Margin Analysis, Cash Analysis and year-end
financial statements and external financial audit requests with strong
emphasis on compliance with Generally Accepted Accounting Principles
(GAAP) and Government Accounting Standards Board (GASB) standards to
help maintain CALCTRA cash flow, and the Inter-Institution and “On Time
Delivery Centers” transfer reports. Performs duties for complex, analytical
assignments, and projects for the RR and FA Units. Researches and analyzes
complex financial data and issues in accordance with GAAP for accuracy,
trends and organizational impact. Reviews, analyzes and makes necessary
adjustments for inconsistencies/large fluctuations data; identifies significant
trends and makes comparisons to other accounting periods and
communicates to management the results of analysis. Provides financial data
and recommendations as requested to CALCTRA management and staff.
Oversees and assists the Financial Controller with the year-end financial
audit. Responsible for all CALCTRA General Ledger (GL) accounts, fund
reconciliations as well as fixed asset database system reconciliations.

Modifies and runs financial reports using CALCTRA's ERP system, and other
reporting platforms. In the ERP system, responsible for establishing new
accounts, macros, journal sources, etc., as needed. Responsible for
maintenance of ERP GL Master Files (Chart of the Accounts) and account
rules, Alias's and Macros, Allocation tables, etc. Develops and maintains ERP
financial queries as requested. Reviews and corrects invalid Site/Cost Center
and GL combinations before preparing the monthly financial statements.
Responsible for the audit trail of changes and preparation of memos for
distribution.

Writes memorandums and prepares documents containing financial analysis
for upper management. Serves as a member of special project teams
representing Accounting. Directs and monitors RR and FA staff when they
serve as members on special project teams. Researches and implements new
accounting processes as they relate to CALCTRA's accounting system in
ERP. Responsible for the research and implementation of new and existing
GAAP and GASB standards and provides recommendations to upper
management to ensure reporting compliance. Oversees the monthly
Enterprise Business Review process.

(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:

5% Provides back up to the Chief of Accounting, Accounting Administrator ll,
Supervisor and other Fiscal unit Accounting Administrator I, Supervisors in
their absence. Other duties as required. Must complete all on-the-job and

mandatory trainings.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

Ability to plan, organize and direct staff in a fast-paced work environment. Ability to multi-task
while meeting deadlines and maintaining accuracy of work. Have a strong working knowledge
of financial - GAAP, government accounting - GASB, and cost accounting functions. Good

leadership, interpersonal, verbal, and written communication skills as well as organizational
skills.

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:
PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Simona Samson
HR APPROVAL:
NL 3/24/2026
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