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Accounting Services Section 

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 (supervisor), the incumbent performs professional 

accounting work of average difficulty in the researching, analyzing, monitoring, establishing and 

maintaining of General Fund accounts and financial records. Maintains working relationships with 

Franchise Tax Board (FTB) personnel, vendors, contractors, and state control agencies to facilitate the 

accounts payable process needed by internal management and other departments. 

Essential Functions 

Percentage Description 

Analyze and prepare the average difficulty project contract, service contract, multi-

year and single year purchase orders, and miscellaneous invoices for payment by 

the State Controller's Office. Analyze invoices to determine the expenditure line 

items, correct fiscal year, and to determine that all statutory and legal 

30% requirements have been satisfied. Research and analyze expenditures for proper 

cost accounting, identify erroneous postings and perform the necessary corrective 

action. Reconcile contracts with automated accounting system. Prepare annual 

estimated accruals of accounts payable for inclusion into the year-end financial 

statements. 






