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STATE OF CALIFORNIA- HEAL TH AND HUMAN SERVICES AGENCY 

State of California - Department of Social Services 
DUTY STATEMENT 

EMPLOYEE NAME: 

VACANT 
CLASSIFICATION: POSITION NUMBER: 

Accounting Officer, Specialist 800-623-4546-703

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

DIVISION/BRANCH/REGION: (UNDERLINE All THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE All THAT APPLY) 

Finance & Acct Division/Fiscal Systems and Accounting Accounting & Reporting/County Claims & Cash/Cash Unit 
SUPERVISOR'S NAME: SUPERVISOR'S CLASS: 

ROSALIE BRADLEY Accounting Administrator I, Supervisor 

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY): 

D Designated under Conflict of Interest Code.

D Duties require participation in the OMV Pull Notice Program.

D Requires repetitive movement of heavy objects.

D Performs other duties requiring high physical demand. (Explain below)

Ill None

D Other (Explain below)

I certify that this duty statement represents an accurate 
description of the essential functions of this position. 

I have read this duty statement and agree that it represents the 
duties I am assigned. 

SUPERVISOR'S SIGNATURE DATE EMPLOYEE'S SIGNATURE DATE 

SUPERVISION EXERCISED (Check one): 

 None D Supervisor XD Lead Person D Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises. 

None. 

Total number of positions for which this position is responsible: 

FOR LEADPERSONS OR TEAM LEADERS ONLY: Indicate the number of positions by classification that this position LEADS. 

None. 

MISSION OF ORGANIZATIONAL UNIT: 

The mission of the Accounting and Reporting Bureau is to ensure the financial records and automated accounting 
systems of the California Department of Social Services (CDSS) maintain fiscal integrity in accordance with sound 
accounting principles, including Generally Accepted Accounting Principles, State Uniform Accounting System and 
State and Federal regulations. Record and reconcile all transactions posted to the Department's financial book of 
record, Financial Information System for California (Fl$Cal). Maintain the fiscal integrity of the Fl$Cal, the County 
Expense Claim (CEC) system, and other ad hoc systems to provide accurate and timely financial reporting to federal 
and state compliance agencies, as well as internal and external end users. Provide cash management oversight and 
projections in accordance with the Budget Act to meet the needs of CDSS. 
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