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DUTY STATEMENT

Classification:		Accountant I (Specialist)
Job Title:			Accountant I (Specialist)
Name:			(First, Last)
Scheme/Class Code	4546
Position Number:		003-4177-xxx (org code-class code-serial #)
Reports to FLSA Status:	WWG
Division:			ASD
Location			Financial Services & Reporting Section
Primary Assignment:	Permanent

JOB OBJECTIVES:

Under the direction of the Senior Accounting Officer (Supervisor) in the Revolving Fund/Employee Services Unit, the Accountant I (Specialist) is responsible for processing payroll warrants, managing payroll accounts receivable, clearing salary advances, and preparing monthly reconciliations and reclassifications. Additional responsibilities include answering the main telephone line, verifying Aware system checks, assisting with CalDOR Payment Card (CPC) billing and Business Enterprise Program (BEP) Monthly Operating Report entries, and performing other technical duties as assigned.

The incumbent must follow oral and written instructions; provide excellent customer service; respond effectively to the needs of the public, departmental staff, and external agencies; and work courteously, tactfully, and cooperatively with others. The incumbent is also expected to analyze situations, exercise good judgment, take effective action, work independently, demonstrate initiative, and maintain a neat and professional presence.

ESSENTIAL JOB FUNCTIONS:

35% – Payroll Warrant Processing
Review, process, and distribute all payroll warrants. Duties include:
· Ensuring all warrants and garnishments are mailed on time and to the correct addresses using FedEx and USPS.
· Preparing accurate labels and envelopes for mailing to district and branch offices.
· Offsetting salaries as required for garnishments, salary advances, and payroll accounts receivable.
· Updating employee location changes in the Payroll Distribution report.
· Managing daily warrant pickup and mailing, including follow-up on checks pickup within 10 days.

40% – Payroll Accounts Receivable and Salary Advances
Maintain all payroll accounts receivable and salary advance functions. Duties include:
· Setting up and maintaining employee customer and supplier profiles in Fi$Cal.
· Reviewing, entering, and filing payroll accounts receivable in Fi$Cal, Team log sheet, and binders.
· Updating Outstanding Accounts Receivable and Salary Advance log sheets daily.
· Monthly Reconciling the Outstanding Accounts Receivable log sheet with the Fi$Cal Aging Report and hard-copy records.
· Providing deposit warrants, instructions, and supporting documents to the Deposit Desk after accounts receivable, salary advances, and garnishments have been cleared.
· Preparing Outstanding Salary Advance Reports, Warrants on Hold, and Unreleased Warrants reports for HR monthly.
· Conducting monthly collections of outstanding payroll accounts receivable for separated employees.
· Employee over payment refund and dishonored check collections.
· Monthly reclassifications for APO, APC, AR0, and CL Letters.

20% – Phone Coverage, Check Verification, and Additional Technical Support
Provide backup support by answering the mainline and verifying Aware checks when the seasonal clerk is unavailable. Assist with CPC billing, BEP_MOR entries, and perform additional technical duties as assigned.

Marginal Job Functions:

5%	Performs other related duties as required.

Work Hours: 8:00 am -5:00 pm, Monday – Friday.


Travel: 	Up to 5% travel may be required to attend forums, conferences or training or meetings. 

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.  

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 opportunities 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.

__________________________________			___________
(Employee’s Signature)						Date



__________________________________			____________
(Supervisor’s Name, Title and Signature)			Date

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