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OFFICE OF THE STATE CONTROLLER
DUTY STATEMENT

	EMPLOYEE NAME

Vacant
	DIVISION

Local Government Programs and Services Division

	CLASSIFICATION TITLE

Accounting Administrator II

	LOCATION – SECTION
Sacramento – Local Government Policy Section

	WORKING TITLE

Section Manager 
	POSITION NUMBER

051-421-4542-051

	
	EFFECTIVE DATE

TBD


SECTION A: GENERAL DESCRIPTION 
Under general direction provided by the Bureau Chief (Accounting Administrator III) of Local Government Policy and Reporting, the Accounting Administrator II in this position plans, directs, and develops the work of professional staff through two Accounting Administrator I-Supervisors who are responsible for the Local Government Policy Unit and County Cost Plans Unit, respectively. 
SECTION B: ESSENTIAL FUNCTIONS

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

Percentage of

  Time Spent




Typical Task
	   40%
	· Evaluate staff performance to determine training needs. 

· Provide guidance and motivation to solve performance and any other issues.  

· Plan, organize and monitor program performance and status.

· Consult with management regarding staff functions and oversight of staff.

· Review and ensure that outgoing correspondence complies with the SCO protocols and policies.
· Oversee recruitments, promotions and other personnel issues.
· Work on developing supervisors and staff.

	   20%
	Manage, plan, and direct the work of professional accounting staff responsible to perform desk and field reviews of county cost allocation plans submitted by California counties in accordance with Federal requirements and guidelines.  

· Participate in discussions with federal, state, and local government staff. 
· Interpret and clarify Federal guidelines.
· Review and approve cost plan review reports prepared by staff.

	   15%
	Manage, plan, facilitate, and direct the work of professional staff responsible for assisting various commissions, committees, and an annual conference that involve local government officials regarding accounting and reporting procedures and legislative changes.

· Plan, organize and facilitate the State Controller's Annual County Auditors Conference.

· Direct the staff functions that support the California Uniform Construction Cost Accounting Commission.
· Oversee various committees and working group activities, including those of local government financial reporting and retirement advisory committees.


	   15%
	Manage, plan, and direct the work of professional accounting staff responsible for developing and maintaining policies, standards, and guidelines required to produce accounting, financial, and budget reports for counties and special districts.    

· Analyze and incorporate new accounting standards in existing accounting policies and procedures.

· Analyze and address issues and questions regarding accounting and reporting policies and procedures.

	   10%
	Manage, plan, and direct the work of professional staff responsible for maintaining the trial court revenue distribution guidelines for court personnel and local governments.


· Identify and analyze bills that may impact the trial court revenue distributions; assess the potential impact; and incorporate relevant new laws into the guidelines

· Provide the training on revenue distributions annually for court and local government representatives.  

· Analyze and address issues and questions regarding trial court revenue distributions.


SECTION C: 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

Accounting Administrator II is a section manager and should have the following:  
Knowledge of

· Accounting standards, principles and procedures; governmental accounting and budgeting; the uniform accounting system and procedures of the State of California, and related laws, rules, and regulations; principles of business management, including office methods and procedures, principles of public finance; and business laws.

· Government Codes, Public Contract Codes, and other state laws and regulations, and federal guidelines that are relevant to the Local Government Policy and County Cost Plans programs. 

· Principles and techniques of leadership, personnel management and supervision; the SCO’s personnel policies and procedures; planning, organizing, and directing the work of others and developing staff and supervisors.  Legislative and budget processes; resource, workload and performance management. 


Skills and Abilities to 
· Apply accounting standards, principles and procedures; analyze data and draw sound conclusions; analyze situations accurately and adopt an effective course of action; prepare clear, complete, concise reports; make sound decisions and recommendations in regard to the professional accounting, reporting and cost plan issues.

· Exhibit confidence and professional diplomacy, while effectively relating to people at all levels internally and externally. Establish and maintain cooperative relations with those contacted in the work, including local government officials and representatives; represent the SCO professionally in conferences, committee and commission meetings with local governments.


· Communicate verbally and in writing clearly and effectively with internal and external parties, in the form of reports, memos, letters, speeches, presentations, meeting facilitation, and training.    

· Plan, organize and direct the work of others; develop staff; ensure to comply with the State’s and SCO’s policies, procedures and standards; provide leadership.
SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The incumbent will have access to sensitive and confidential information.  Careless, accidental, or intentional disclosure of information to unauthorized persons can have far-reaching effects, which may result in civil or criminal actions against those involved.  

The incumbent is responsible for managing supervisory and professional staff and for making decisions that impact day-to-day operations. The incumbent also makes recommendations for decisions to senior management. These decisions may be sensitive in nature. Failure to determine the appropriate course of action could lead to a misallocation of funds, and/or failure to comply with statutory requirements that may result in action being taken against the incumbent and/or the department.

SECTION G: PERSONAL CONTACT

The incumbent may come into contact with all levels of staff and management in the department on a daily basis. The Accounting Administrator II may also communicate with personnel at other departments, local entities, the public, and other interested parties in the course of work.    

SECTION H: WORK ENVIRONNMENT

While at the base of operation, employees work in a climate-controlled office under artificial lighting; and are subject to frequent use of copy machines, printers, ten-key, computers, and various standard office equipment. 

The incumbent may be required to travel to attend meetings and conferences (e.g. the State Controller’s Annual County Auditors Conference). When traveling, the incumbent may be subject to the elements of the destination. This position may be eligible for a hybrid schedule based on business needs. As telework is available, the incumbent is expected to adhere to the guidelines outlined in the executed telework agreement.

 SECTION I: PHYSICAL REQUIREMENTS

The incumbent may be required to sit for a long period of time using a keyboard and video display terminal. It is not required to lift or move any heavy objectives.  
	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:

Binders, boxes, and files from one corner of the office to another. Carts are available in the office.



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
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