051-421-4549-038	VACANT	TBD
OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME
VACANT 
	DIVISION 
Local Government Programs and Services Division

	CLASSIFICATION TITLE
Accounting Administrator I (Supervisor)
	UNIT NAME – LOCATION
Tax Accounting Unit – Sacramento

	WORKING TITLE
Supervisor
	POSITION NUMBER
051-421-4549-038

	
	EFFECTIVE DATE
TBD




SECTION A: GENERAL DESCRIPTION 

Under the general direction of the Supervisor II, Tax Administration Section, the incumbent is responsible for planning, directing, coordinating, and supervising the activities of professional and technical staff in the Tax Accounting Unit. The unit is responsible for file management; accounts receivable; accounts payable; and financial reporting for multiple programs including Estate Tax; Inheritance Tax; Motor Vehicle Fuel Tax; Insurance Tax; Technology, Trade and Commerce; and the TC-31 desk. A thorough knowledge of accounting principles and governmental operations is required. The ability to perform complex reconciliations and understand related computer applications, including Fi$CAL is essential, as is the ability to work well in a team environment and communicate effectively with management, staff from other state agencies, and taxpayers and their representatives. 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 accommodations.


Percentage of
  Time Spent					Typical Task

	30%
	Plan, organize, direct, monitor, coordinate, and evaluate the accounting activities of professional and technical staff to carry out the goals and objectives of the unit.  Communicate effectively with all levels of management; staff; State Controller’s Office (SCO) customers; SCO Departmental Accounting Office; taxpayers and their representatives; and other state agencies to ensure accurate and timely financial and management reports; deposits; billings; and refunds.

	30%
	Monitor and evaluate the accuracy of accounting transactions and output from the accounting systems utilized. Review the monthly reconciliations and financial reports for each program to ensure accuracy.  Provide training and development to staff to ensure that prescribed procedures are followed. Coordinate the timely response to customer inquiries and assist staff with problem resolution.  Participate as a leader and/or team member on improvement projects that involve the accounting and collection activities of the bureau. Coordinate with staff from the Information Systems Division to enhance or modify automated system and/or processes when necessary.

	15%
	Oversee the development and implementation of unit procedures and policies. Cross-train staff within the unit to ensure that each function can be performed when primary staff are unavailable.  Evaluate employee performance and prepare performance reports timely. Communicate with the manager and upper management effectively, especially concerning personnel and other sensitive issues.  Coordinate the hiring and development of accounting personnel.

	15%
	Special projects as assigned. Participate as a member of the management team in developing solutions to bureau issues, changes in accounting systems, policies, procedures, and/or business plans.

	10%
	Plan, organize, direct, and monitor technical staff engaged in file management and various other support functions to ensure that mail is delivered promptly, and the daily cashiering logs are prepared accurately. Review and provide analysis on proposed legislation to determine impact to the unit. Propose law changes when appropriate.


		
		
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

Under the general direction of the Supervisor II, the incumbent functions as the supervisor of the Tax Accounting Unit. The incumbent performs supervisory functions relative to the policy, accounting, billing and collection, and reporting of various state and local tax programs. The incumbent also performs supervisory functions relative to policy guidance to state and local government agencies. The incumbent should have knowledge of accounting principles and procedures, governmental accounting and budgeting, the Uniform Accounting System, Fi$CAL, Financial Organization and procedures of the State of California, principles of business management, office methods and procedures, principles of public finance, business law, personnel, management analysis, and planning and program evaluation. The incumbent should have an understanding of the State legislative process, and organization of governmental functions at the State and local level.

The incumbent plans, organizes, and directs, the work activities of professional accounting staff. The staff supervised by the incumbent perform accounting, billing and collection, and reporting activities related to various tax programs. 

The incumbent is expected to have the ability to apply accounting principles and procedures, analyze data and draw sound conclusions, analyze situations and accurately adopt an effective course of action, prepare clear, comprehensive and concise reports, make sound decisions and recommendations with regard to accounting problems, maintain control of a departmental budget, establish and maintain cooperative relationships with those contacted in the work, speak and write effectively, and communicate effectively with staff at all levels within the organization including upper management, staff from other state departments, private businesses, Certified Public Accountants, attorneys, elected officials, and the public. The incumbent is also expected to foster a positive working environment, utilize appropriate interpersonal skills, and maintain regular and consistent attendance.

The incumbent must have the ability to reason logically and use analytical techniques to solve difficult problems and must be able to express/present information clearly and logically to managers and executive management. The incumbent must demonstrate a positive attitude and commitment to conduct business in a professional manner in dealing with the public and department clients and provide quality customer service to all customers.
SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The incumbent will have access to sensitive and confidential information related to the affairs of individuals, businesses, other State departments, and their offices and programs. Careless, accidental, or intentional disclosure of information to unauthorized persons can have significant effects, which may result in civil or criminal actions against those involved or jeopardize the ability of SCO to fulfill its statutory responsibilities.

SECTION G: PERSONAL CONTACT

The incumbent will independently confer with all levels of staff and management in the department on a daily basis. The incumbent will also confer and consult with staff and high-ranking officials at other state departments and at all levels of local governments and businesses.  


SECTION H: WORK ENVIRONMENT 

While at Headquarters: While at the base of operation, employees will work in a climate-controlled office under artificial lighting with standard office furniture and equipment. When traveling, the incumbent may be subject to the elements of the destination.

While Teleworking: Employee will be expected to adhere to all requirements of the signed telework agreement.

SECTION I: PHYSICAL REQUIREMENTS

The incumbent may be required to sit for long periods of time using a personal computer.  Please note that the job description or physical requirements are not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, responsibilities, and activities may change.
 

	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
	May occasionally have to lift and carry boxes weighing up to 25 pounds, averaging one box per month, up to a distance of 100 feet (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. 07/21

