DUTY STATEMENT

Classification:		Senior Accounting Officer (Specialist)
Scheme/Class Code:	4567
Job Title:			Senior Accounting Officer (Specialist)
Name:			XXXXXX
Position Number:	         003-4567-XXX
FLSA Status:		WWG 2 
Division:			ASD 
Section/ Unit:		Financial Services & Reporting			
Primary Assignment:	Lead Accounts Payable VR Case Services


Job Objectives:

Under the general direction of the Accounts Payable Manager, the Senior Accounting Officer (Specialist) independently performs the most complex and difficult professional accounting duties that require an understanding of the entire accounting process. The Senior Accounting Officer (Specialist) analyzes, reconciles, and prepares all types of accounts and records of financial transactions and data of complex difficulty. The Senior Accounting Officer (Specialist) will have considerable contact with accounting administrators, departmental management, district staff, or State control agencies. 

The Senior Accounting Officer (Specialist) will serve in a lead capacity for the Accounts Payable unit.

Essential Job Functions:

40%	Lead accounting staff performing reconciliation and posting of CalDOR Payment Card (CPC) transactions, entering adjustments in WEX CPC Administrative Portal to remove excess funds, and follow-up with field staff for questions and/or training; and will directly process the most complex related tasks.  Prepare and schedule CPC replenishment and service invoices. Monitor CPC account activity, data, transactions, and VGS. Prepare and analyze CPC account and financial data from the Aware and WEX Admin systems as requested by management.

25%	Research, correct, and trouble-shoot the most complex invoice postings in AWARE, FI$Cal, and other various database systems. Lead AP-VR staff performing FI$Cal/ECS tasks pulling reports to correct errors, denials, and approvals to complete AP payments.

20%	Research, analyze, prepare, and schedule late payment penalties in accordance with Department of Finance and prepare annual Late Payment Penalties Paid Report to DGS. Assist with stakeholder inquiries. Monitor vendor files in FI$Cal, and AWARE.  

10%	Research, analyze, and prepare financial data in various database systems as requested by management. Provides other assistance to all payable units such as but not limited to Vendor Data/Payee Record (STD 204); year-end reports and documents; Review and release accounting payment schedules to the SCO; and perform other technical and miscellaneous duties as required.

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.

MARGINAL JOB FUNCTIONS:
5%	Perform other job-related duties, as assigned, to assist in the overall mission of Accounting Services and DOR.  

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


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 Name)					Date

_______________________________		____________
(Supervisor’s Name and Title)			Date

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




