051-420-7500-005		July 23, 2019
OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME

	DIVISION
Local Government Program Services Division

	CLASSIFICATION TITLE
CEA B
	UNIT NAME - LOCATION
Exec – Sacramento

	WORKING TITLE
Division Chief
	POSITION NUMBER
051-421-7500-006

	
	EFFECTIVE DATE





SECTION A: GENERAL DESCRIPTION 

With general direction provided by the Chief Operations Officer, the Division Chief is responsible for the planning, organizing, and directing the work of program services, through subordinate staff members, engaged in local government operations in areas in which the State Controller holds constitutional interests as the Chief Fiscal Officer over the expenditure of public dollars. Local governments include counties, cities, special districts, etc., who receive public dollars for purposes established through law to perform services to their community.  This position will be a member of the Executive leadership and may be called upon to coordinate assignments at the request of the State Controller, and/or her designee, similar to existing division chiefs within the organization.  It will have responsibility for policy development and be the principle decision maker regarding program operations. Specific duties include, but are not limited to the following:


SECTION B: ESSENTIAL FUNCTIONS

Candidates must have the ability to perform the following essential functions with or without reasonable accommodation.


Percentage of
  Time Spent					Typical Task

	40%













	Oversee accounting, fiscal controls, and reporting for the State of California as it related to Local Government; formulate long-term and short-term goals and objectives, function as a key policy advisor for local government accounting and reporting programs relative to public funds; accomplish statutory and legislative mandates; superintend the apportionment of public revenues; administer cost programs; superintend the receipts of Federal funds; oversee cash management for the General Fund; and determine the legality of movement of funds within the State Treasury;

Recommend resolution of the most complex governmental accounting issues to the Chief Operations Officer, the Chief of Staff, or the State Controller; assist the State Controller on matters of statutory, constitutional, and policy authority on high-level policy-making committees;


	30%
	Manage professional staff responsible for carrying out statutory and legislative mandates in the recording and certification of all monies remitted to and disbursed by the State Treasury.  Ensure that managers, through their bureaus, develop, review and adopt operational policies and procedures that are consistent with the State Controller’s constitutional and statutory obligations as the State of California’s Chief Fiscal Officer;  

Formulate goals and objectives; direct and manage local government accounting, fiscal controls, and reporting for the Office of the State Controller, and ensure that related assignments meet further the constitutional and statutory financial responsibilities of the State Controller; provide consultative services to the Chief Operations Officer and the State Controller, the Legislature, Chancellor’s Office, Governor’s Office, and other governmental and private financial institutions regarding accounting and reporting statutes relative to the use of state and/or federal public funds;


	20%
	Provide private and governmental agencies with final decisions affecting accounting and reporting procedural requirement of the use of public funds for local entities; function as a key policy advisor for statewide accounting and reporting programs relative to state and federal public funds; assist the Chief Operations Officer in setting statewide policy for transmittal of funds to and from appropriations and special funds;  formulate positions with regard to legislative issues affecting the state’s financial health and the State Controller’s statutory and constitutional authority to administer fiscal programs;


	10%
	Travel to assigned meetings, hearings, or conferences hosted or related to the work of the State Controller; at legislative hearings; participate in budget discussions.


		
		 

SECTION C: NON-ESSENTIAL FUNCTIONS
	Percentage of 
      Time Spent			Non-Essential Functions

	0%
	None





SECTION D: ADA REQUIREMENT

Alternative will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

Abilities and skills to:
· Perform high administrative and policy influencing functions effectively;
· Plan, organize and direct the work of multi-disciplinary professional and administrative staff;
· Analyze administrative policies, organization, procedures and practices;
· Integrate activities of diverse programs and lead a diverse team of staff to attain common goals;
· Gain the confidence and support of top-level administrators and advise them on a wide range of program, policy and administrative matters;
· Develop cooperative working relationships with representatives of all levels of government, the public, and the Legislative and Executive branches;
· Analyze complex problems and recommend effective courses of action;
· Prepare and review reports accurately;
· Effectively contribute to the department’s Equal Employment Opportunity Office objectives;
· Establish, promote and maintain a customer service focused, positive work environment
· Recruit and develop staff and leaders to maintain core competencies;
· Communicate, advocate, negotiate and collaborate strongly verbally and through writing.

Knowledge of:
· Organization and functions of California State Government including the organization and practices of the Legislature and the Executive Branch;
· Organization and function of California state governments including special districts, joint powers authorities, retirement systems, transportation planning agencies, transit districts, local agency formation commissions, and school districts;
· California courts and judicial process as related to compensation, fees, fines and forfeitures;
· Other public entities including District Agriculture Associations, First Five, Fairs and Expositions;
· Federal cost principles and guidelines;
· Principles, practices and trends of public administration;
· techniques of organizing and motivating groups;
· Program development and evaluation;
· Methods of administrative problem solving;
· Principles and practices of policy formulation and development;
· Personnel management techniques;
· Budget and legislative processes;
· Methods of performance management;
· Information technology trends
· Supervisory and administrative policies and practices.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

Responsible for making decisions related to implementation of various statutes and the Constitution related to payments and reimbursements of public funds. Errors could result in inappropriate allocation of funds being financially detrimental to the State or local governments.

Responsible for administering programs in accordance with statutes and making decisions related to policies and procedures.  Errors could result in disbursing public funds inappropriately to the detriment of the State.

Responsible for reporting financial activities of state entities timely and accurately.  Errors could result in erroneous decisions made by the Legislature, Governor’s Office or local governments.

SECTION G: PERSONAL CONTACT

State Controller, Deputy State Controllers, Executive Office staff, local government officials and staff, other State agency officials, State Controller’s Office Senior management, Legislators and staff, Judicial officers and staff, Federal officials, and citizens of California.

SECTION H: WORK ENVIRONMENT

Travel is required as necessary to and from offsite meetings, training or conference locations.


SECTION I: PHYSICAL REQUIREMENTS

Minor lifting of files, documents; regular computer activity.
 
	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	x
	

	Walking
	
	x
	
	

	Standing
	
	x
	
	

	Bending (neck/waist)
	
	x
	
	

	Squatting
	
	x
	
	

	Climbing
	x
	
	
	

	Kneeling
	x
	
	
	

	Crawling
	x
	
	
	

	Twisting (neck/waist)
	
	x
	
	

	Is repetitive use of hand(s) required?
	
	
	x
	

	Simple Grasping (R or L)
	
	x
	
	

	Power Grasping (R or L)
	x
	
	
	

	Fine Manipulation (R or L)
	
	
	x
	

	Pushing/Pulling (R or L)
	
	x
	
	

	Reaching (above/below shoulder level)
	
	x
	
	

	Lifting/Carrying
	Describe the heaviest item required to be lifted or carried, the frequency and the distance: box of documents; occasionally; 50 ft.








SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.


________________________________________	_____________________
Employee’s Signature					Date

I have discussed and provided a copy of this duty statement to the employee named above.

_______________________________________	_____________________
Supervisor’s Signature					Date
Rev. 10/16

