STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT

EMPLOYEE NAME:

Vacant

CLASSIFICATION: POSITION NUMBER:

Student Assistant 800-624-4870-950

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

Finance and Accounting/Accounting and Fiscal Systems | Accounting & Automation Support/Fiscal Systems Section/Travel and Payroll Unit
SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

Supriya Nair Accounting Administrator I, Supervisor

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

Designated under Conflict of Interest Code.
Duties require participation in the DMV Pull Notice Program.
__ Requires repetitive movement of heavy objects.
__ Performs other duties requiring high physical demand. (Explain below)
Y None
__ Other (Explain below)

| certify that this duty statement represents an accurate | have read this duty statement and agree that it represents the
description of the essential functions of this position. duties | am assigned.
SUPERVISOR’S SIGNATURE DATE EMPLOYEE'S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

0 None __ Supervisor | Lead Person | Team Leader
p

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 Accounting and Automation Support Bureau actively participates in the County Expense Claim Reporting
Information System (CECRIS) Project from start to finish following the Agile-SCRUM methodology; contributes in
the procurement process and monitors contract obligations and deliverables to ensure efficient compliance with all
guidelines, rules and regulations. Utilizes the newly automated time reporting system, Employee Service Center, to
streamline the labor distribution process which ensures the fiscal integrity of the cost allocation and FI$Cal month
end/year end processes; ensures cost allocation processes adhere to federally approved methodology for the
State’s Cost Allocation Plan and remains in line with the Budget Act on behalf of the Department. Provides financial
reports and analysis to stakeholders and Department end users to support the Accounting & Fiscal System Branch's
mission.
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CONCEPT OF POSITION:

The Student Assistant (SA) receives close supervision from an Accounting Administrator 1, Supervisor (AA 1-Sup).
The SA learns to assist with professional accounting duties by organizing and reviewing financial data, and learns to
develop analytical skills while gaining practical experience within the Travel and Payroll Unit (TPU). The SA learns
to perform various accounting functions as they relate to the maintenance of CDSS' fiscal integrity for ensuring
timely payment issuance and clearance of employee accounts and the policies and payments processes related to
payroll and travel expense reimbursement. The SA utilizes and assists in maintaining the Financial Information
System for California (FI$Cal) to meet daily operational needs.

A. RESPONSIBILITIES OF POSITION:

30% Learns to assist in the review, analysis, and auditing of travel expense reimbursements
considering accuracy and completeness in accordance with requirements of the state's travel
policies using the California Automated Travel Expense Reimbursement System (CalATERS)
Global.

20% Learns to interpret the appropriate rules, regulations, and established procedures for invoices in
reviewing and scheduling payments by funding source.

10% In a learning capacity, assists in performing reconciliations of disbursement expenditures
recorded in FI$Cal and State Controller's Office appropriation accounts to ensure proper
accountability of federal and state funds.

10% In a learning capacity and with guidance and direction, responds to inquiries from vendors, \
control agencies, and other agencies by telephone, written correspondence, and reports.

10% Provides assistance to CDSS staff regarding travel processes via the travel help desk, emails,
and phone correspondence.

5% Learns to assist CDSS staff in maintaining the CalATERS Global database tables.
5% Provides assistance at CDSS' CalATERS Global travel trainings.
5% Provides assistance with payroll distribution.

5%  Other duties to provide support within the Accounting and Fiscal Systems Branch.
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B. SUPERVISION RECEIVED:

The SA receives close supervision from the TPU AA 1-Sup. The SA is responsible for the timely
completion of assignments in an acceptable format and apprising the supervisor of workload status on
an ongoing basis.

C. ADMINISTRATIVE RESPONSIBILITY:

None.

D. PERSONAL CONTACTS:

The SA has contact with all levels of CDSS staff and learns to act as liaison to control agencies such
as the Department of General Services, the California Department of Human Resources, the State
Controller's Office, and the Franchise Tax Board.

E. ACTIONS AND CONSEQUENCES:

This position is responsible for the accurate and timely processing of payroll, travel reimbursements,
and travel advances. Failure to timely process payroll, travel expense claims, travel advances, and
travel advance repayments could result in financial hardship for CDSS employees and adversely affect
their ability to perform the required public services provided by CDSS and limit CDSS' ability to
operate critical human services programs.

F. OTHER INFORMATION:

The SA is in a training classification which will develop his/her skills in state government accounting
practices, processes, and techniques. The SA will develop analytical skills, written and oral
communication skills, customer service and follow-through skills, and sound judgment to adjust
workload in order to meet conflicting deadlines while working under pressure. The employee may also
be required to learn various duties within TPU to provide team coverage during heavy workload
periods.
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