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Our mission is to help taxpayers file timely and accurate tax returns and pay the correct amount to fund 

services important to Californians. To support this mission, FTB employees strive to develop in CalHR's 

Core Competencies: Collaboration, Communication, Customer Engagement, Digital Fluency, Diversity and 

Inclusion, Innovative Mindset, Interpersonal Skills, and Resilience. Core competencies are the knowledge, 

skills, and behaviors which are foundational to all state employees regardless of classification. 

General Statement 

Under general supervision of the Administrator I, the incumbent performs professional accounting duties 

of average difficulty in the establishment and maintenance of accounts and financial records for agency 

operations. The incumbent also provides California Automated Travel Expense Reimbursement System 

(CalATERS) Help Desk support, and fosters working relationships within the department, as well as with 

other state departments, vendors, and Citibank. 

Essential Functions 

Percentage 

50% 

Description 

Audit and analyze California Automated Travel Expense Reimbursement System 

(CalATERS) claims, auditing for accuracy and compliance with the State 

Administrative Manual (SAM), California Department of Human Resources (CalHR), 

and Labor Contracts. Contact claimants for supporting documents or 

substantiation. Analyze travel expenditure information to ensure proper posting to 

the General Ledger via the automated accounting system, correcting any resulting 

errors as required. Process travel paper claim reimbursements if needed. Work 

closely with the State Controller's Office (SCO) regarding claim processing. Act as 

the CalATERS help desk liaison, coordinating and monitoring all incoming calls and 

emails. Ensure all help desk contacts receive a response. Provide help desk 






