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	EMPLOYEE NAME 
 

	CLASSIFICATION
Senior Accounting Officer (Specialist)
	DIVISION/SECTION/UNIT
Administrative Services/Fiscal Operations

	WORKING TITLE
AR Senior Accounting Officer – AR Collections Specialist
	GEOGRAPHIC LOCATION
Sacramento 

	POSITION NUMBER
414-130-4567-XXX
	EFFECTIVE DATE


	POSITION TYPE

[bookmark: Check1]|X| Rank and File   |_| Supervisor/Manager   |_| Specialist
	TENURE
Permanent 
	TIMEBASE
Full Time 

	GENERAL STATEMENT

Under general direction of the Accounting Administrator I, the Senior Accounting Officer is responsible for performing complex Accounts Receivable (AR), collections, reconciliation, financial analysis, FI$Cal accounting, compliance, reporting, research, and technical support functions for the Department. The incumbent independently establishes and maintains receivable accounts; monitors and analyzes delinquent balances; conducts and documents collection activity; processes payments and adjustments; reconcile AR subsidiary records to the General Ledger; supports State collection and offset processes; research complex accounting discrepancies; and provides technical guidance to accounting and program staff. The Senior Accounting Officer reports directly to, and receives the majority of assignments, from the Accounting Administration I; however, direction and assignments may also come from the Manager II or the Assistant Commissioner, Administrative Services.


	REQUIREMENTS

|_| Bilingual     |_| Conflict of Interest (COI)     |_| Criminal Offender Record Information (CORI)  
 
|_| License Required     |_| Travel Required     |_| Typing Certificate     |_| Work Week Group E/SE



	Percentage
	Description of Essential Functions

	
40%








25%








20%









10%
	
Establish and maintain AR accounts and support records. Review invoices, billings, receivables, payments, credits, and adjustments for accuracy and completeness. Monitor outstanding and delinquent balances and initiate appropriate collection activity. Prepare and issue demand letters and collection notices; communicate with debtors regarding balances, payment arrangements, disputes, and account status; and document collection efforts. Prepare and analyze AR aging reports, identify 30-, 60- and 90+-day delinquent accounts, research why balances remain unpaid, recommend collection actions, and identify significant or high-dollar accounts for management attention. 

Reconcile AR subsidiary records to the General Ledger and cash receipts/payments to AR records. Research unidentified or misapplied payments and resolve reconciliation differences. Reconcile departmental records with applicable State Controller’s Office records and perform monthly AR reconciliations. Process eligible accounts through State collection and offset programs; prepare documentation for Franchise Tax Board offsets when applicable; coordinate collection-agency referrals; and prepare documentation for Applications for Discharge from Accountability and other appropriate disposition of uncollectible receivables. 

Process and review AR transactions in FI$Cal, including payments, adjustments, billing transactions, and other accounting entries. Research FI$Cal and accounting-system discrepancies and determine appropriate resolution. Prepare monthly AR reports and aging schedules; analyze collection trends and delinquent balances; prepare financial reports and management analyses; and provide recommendations concerning unusual, difficult, or high-dollar accounts. Ensure AR and collection activities comply with the State Administrative Manual, State Controller’s Office requirements, departmental policies, applicable Government Code provisions, and Generally Accepted Accounting Principles (GAAP) where applicable. Maintain complete source documentation and audit trails. 

Investigate disputed invoices, payments, and account balances; research historical transactions; trace payment activity; and resolve discrepancies involving FI$Cal, AR records, cash receipts, and the General Ledger. Work with program staff, customers, vendors, employees, the State Controller’s Office, and other governmental agencies to resolve AR issues. Determine appropriate accounting treatment for unusual or complex transactions. Provide technical guidance to Accounting Officers and other staff; train staff on AR and FI$Cal procedures; and develop, update, and maintain desk procedures and workflows. Serve as an AR subject-matter expert or lead resource without formal supervisory authority. 




	Percentage
	Description of Marginal Functions

	
5%
	
Maintain electronic and accounting records; organize supporting documentation for audit and management review; assist with special projects, year-end activities, and other Accounts Receivable assignments; and perform other related duties as assigned. 



ADDITIONAL INFORMATION
The Senior Accounting Officer (Specialist) works 40 hours per week in an office setting, with artificial light and temperature control. Daily access to and use of a personal computer and telephone are essential. The employee must be able to remain in a stationary position 50% of the time and must occasionally move about inside the office to access files and documents from the filing cabinets and office machinery (i.e., printer, fax machine, copy machine). 

This position may be eligible for telework. The amount of telework is at the discretion of the Department and based on current telework policy. While DRE supports telework, in-person attendance may be required based on operational needs. Employees are expected to be able to report to their worksite with minimal notification if an urgent need arises.

The Senior Accounting Officer (Specialist) must possess good communication skills, use good judgment in decision-making, exercise creativity and flexibility in problem identification, manage time and resources effectively, and be responsive to DRE management needs. Dependability, punctuality, and the ability to demonstrate a team-oriented working capability are required in this position. This position also requires strong written and oral communication skills, the ability to evaluate, process and utilize computer skills, and the ability to deal effectively with people. 

The Senior Accounting Officer (Specialist) routinely works with sensitive and confidential issues and/or materials and is expected to maintain the privacy and confidentiality of documents and topics pertaining to individuals or to sensitive program matters at all times.

As an Equal Opportunity Employer, all DRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work-related activities, and anytime they represent the Department. Additionally, all DRE employees are responsible for promoting a safe and secure work environment, free from discrimination, harassment, inappropriate conduct, or retaliation.

The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Duties of this position are subject to change and may be revised as needed or required.

I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Health & Safety analyst.)

	EMPLOYEE NAME


	CLASSIFICATION
Senior Accounting Officer (Specialist)

	EMPLOYEE SIGNATURE

	DATE



I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.
	SUPERVISOR NAME


	CLASSIFICATION

Accounting Administrator I 

	SUPERVISOR SIGNATURE

	DATE
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