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DUTY STATEMENT

Classification: 		Senior Accounting Officer(Supervisor)
Job Title: 			Field Accounting Supervisor
Scheme/Class		Code:
Position Number: 	813-003-xxxx-xxx
Reports To: 		Accounting Administrator I or Staff Services Manager I 
Division: 			Administrative Services
Location: 			Financial Services & Reporting Branch – Field Accounting 
Primary Assignment: Direct supervision of field accounting team

JOB OBJECTIVES:
Under the general direction of the Field Accounting Manager (Accounting Administrator I/SSM I), the Senior Accounting Officer (Supervisor) is primarily responsible for supervising accounting staff engaged in the processing of Vocational Rehabilitation (VR) Services Accounts Payable, in coordination with the FS&R VR Services Accounting Payable team. This includes daily oversight of invoice review, coding, reconciliation, and issue resolution using systems such as Aware, FI$Cal, and the WEX CalDOR Payment Portal.

In addition, the supervisor directs staff in performing supplemental district-level accounting functions such as petty cash support, check issuance, and deposit processing, ensuring all activities are timely, accurate, and compliant with departmental policies and internal controls. The supervisor also coordinates with the Field Accounting Manager to support VR service and goods authorizations related to accounts payable activity, ensuring alignment with fiscal policy and service delivery requirements.

This position supports consistent fiscal practices across field offices, audit readiness, and compliance with SAM, RAM, GAAP, and internal control standards, and applicable state and departmental fiscal policies.

ESSENTIAL JOB FUNCTIONS:

45% – Supervision of Field Accounting Staff
· Directly supervise a team of accounting staff responsible for VR services accounts payable and other field fiscal functions.
· Assign, monitor, and adjust workloads to ensure timeliness and accuracy.
· Review work for accuracy, compliance, and completeness in accordance with departmental, state, and federal standards.
· Conduct staff performance evaluations, provide coaching and mentoring, and identify training needs.
· Ensure staff follow statewide accounting procedures and appropriate internal controls.
· Elevate complex or unresolved fiscal issues to the Field Accounting Manager.

25% – Invoice Processing, Review, and Audit Preparation
· Oversee the review, coding, and submission of vendor invoices through Aware, FI$Cal, WEX, and other DOR fiscal systems, in coordination with the FS&R VR Services Accounts Payable team.
· Ensure payment transactions are supported by valid authorizations and conform to VR policies.
· Work with program and central office staff to resolve discrepancies and ensure service-to-payment alignment.
· Maintain documentation to support internal audits, reconciliation, and fiscal transparency.
· Contribute to team effort by accomplishing related tasks as needed.

15% – Fiscal Compliance Monitoring and Reporting
· Monitor accounts payable transactions in AWARE, FI$Cal, and WEX to ensure compliance with DOR, state, and federal fiscal policies, coding accuracy, GAAP, and audit trail standards.
· Identify trends, discrepancies, or risk areas through reconciliation reports and transaction analysis; support the implementation of corrective actions as needed.
· Prepare periodic reports as needed by collecting, analyzing, and summarizing information and trends to support fiscal oversight and decision-making.
· Collaborate with the Field Accounting Manager to assess operational risks and improve field-level fiscal practices.

10% – Training, Onboarding, and Technical Assistance
· Provide technical training and support on invoice processing, coding standards, use of accounting systems, and related accounting activities.
· Assist in developing and maintaining job aids, desk manuals, and internal procedures.
· Support onboarding of new staff and ensure consistent application of policies, GAAP, and procedures across assigned field offices to promote consistency in DOR field accounting operations.
· Assist with deposits and petty cash inquiries.

5% – Other Related Duties
· Participate in procedural rollouts, meetings, and process improvement initiatives led by the Field Accounting Manager or FS&R management.
· Perform other duties as required in support of the Department’s mission and fiscal objectives.

All Times: 
Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.

Work Environment and Physical Requirements
The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders.

Consequence of Error:
This position has responsibility to help ensure that the principles and practices of the Division are carried out and implemented in accordance with the Department’s mission, policies, and procedures, as well as federal, state, and local laws. Lack of knowledge, inaccurate work, misunderstanding, poor judgement, or inadequate analyses could result in misleading information being provided to the Department, state and local agencies or create misleading perceptions.

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.


SIGNATURES

__________________________________     ______________
Employee’s Name                 Date

_______________________________     ______________
Supervisor’s Name and Title           Date

Original: Employee’s Official Personnel File
Copies: Employee and Supervisor’s drop file
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