Department of Health Care Access and Information
Duty Statement
	Employee Name
Vacant
	Organization
Office of Administrative Services
Fiscal Services Branch
Accounting Section
AR/Cashiering Unit
	[image: ]


	Position Number
441-161-4567-002
	Telework Option
Hybrid

	Classification
Senior Accounting Officer (Specialist)
	Working Title
Senior Accounting Officer (Specialist)

	Supervision Exercised
None
	Location
Sacramento

	Conflict of Interest: Yes ☐    No ☒
	Fingerprint/Live Scan: Yes ☐    No ☒

	Revision Date
10/8/2026
	Effective Date




Mission and Vision
HCAI is a leader in collecting data and disseminating information about California's healthcare landscape, promoting an equitably distributed health workforce, and publishing valuable information. The Department does this through five program areas - Affordability, Workforce, Data, Facilities, Financing.

HCAI’s mission is to expand access to quality, equitable, affordable health care for all Californians by supporting high value delivery systems, resilient health facilities and workforces, and actionable health information and strategies.  
HCAI’s vision is a healthier California where all receive equitable, affordable, and quality health care.

General Description
Under the general supervision of the Accounting Administrator I (Supervisor), the Senior Accounting Officer (Specialist) independently performs complex accounting duties within the Accounts Receivable/Cashiering Unit, including financial analysis, reconciliations, accounts receivable activities, resolution of accounting discrepancies, and providing technical guidance to ensure compliance with applicable accounting policies and procedures Duties include, but are not limited to:
Essential Job Functions
	40%
	Work closely with program area on creating invoicing. Enter invoices into Financial Information System for California (FI$Cal). Perform monthly reconciliation on outstanding invoices; take appropriate action by sending dunning, 30, 60 and 90 days letters. Serve as a lead in training, answering questions and solving problems for accounting staff and program team. Perform reclassification as necessary from high level chartfields to departmental chartfields. Analyze complex financial transactions, identify issues, and recommend solutions.


	30%
	Perform daily financial transactions which include classifying, computing, verifying, and recording accounts receivable data.  Ensure revenues are collected in accordance with the accounting and collection procedures prescribed in the State Administrative Manual (SAM), the Accounts Receivable Management Act, and all legal and regulatory requirements.  In a lead capacity, independently review accounting records such as billing adjustments, and accounts receivable transactions, conduct research and analysis to support informed decision making. Audit invoices and account coding to ensure charges are accurate, complete, properly documented, and compliant with applicable policies, and regulations. 


	15%
	Develop, maintain, and update tracking spreadsheets, desk policies and procedures, and work status reports to ensure current FI$CAL system updates reflect actual guidelines for work processes. Collaborate with program staff by providing subject matter guidance on billing and accounts receivable matters. Recommend changes in the processing and procedure for improved efficiency and maintain internal controls. Provide training and technical assistance to internal and external customers at various levels


	10%
	Act as a liaison by responding to inquiries from the public, customers, department staff and control agencies through telephone and written correspondence. Research, analyze, and resolve errors or discrepancies in accounting records by gathering all necessary documents and information, and by coordinating with department staff and control agencies.



Marginal Job Functions
	5%
	Assist supervisor with training staff and provide back-up support for staff in their absence. Complete special projects assigned by management to support the Financial Services Office. Perform other technical and miscellaneous accounting duties as required.

	
	



Physical Demands
Must possess and maintain sufficient strength, agility, endurance, and sensory ability to perform the duties contained in this duty statement with or without reasonable accommodation.

Working Conditions
Requires prolonged sitting and use of telephone and video data terminal and frequent contact with employees and the public. Requires mobility to various areas of the department work areas. Working hours will be scheduled between 7:00 a.m. and 5:00 p.m. Overtime may be required, and vacation requests may be restricted during peak periods and fiscal year-end closing.





Employee Statement

	I have reviewed and discussed the duties and responsibilities of this position with my supervisor and have received a copy of this duty statement.

	Employee Name
	Employee Signature
	Date Signed

	
	
	



Supervisor Statement

	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
	Supervisor Signature
	Date Signed
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