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OFFICE OF THE STATE CONTROLLER
DUTY STATEMENT

	EMPLOYEE NAME

Vacant
	DIVISION

Local Government Programs and Services

	CLASSIFICATION TITLE

Accounting Analyst
	UNIT NAME - LOCATION

Tax Accounting Unit - Sacramento

	WORKING TITLE

Accounting Analyst
	POSITION NUMBER

051-421-4582-195

	
	EFFECTIVE DATE

TBD


SECTION A: GENERAL DESCRIPTION 
Under the general supervision of the Accounting Administrator I (Supervisor), the incumbent is responsible for performing professional level accounting duties of average difficulty in the establishment and maintenance of accounts and financial records for various tax programs, for which the State Controller's Office has accounting and collection responsibilities. This is the recruiting, developmental, and first journey level class in this series, for persons qualified to perform analytical, forecasting, planning and/or advisory duties in the area of accounting.  

Duties include, but are not limited to the following:

SECTION B: ESSENTIAL FUNCTIONS

Candidates must have the ability to perform the following essential functions with or without reasonable accommodations.

Percentage of

  Time Spent




Typical Task
	45%
	Perform moderate level accounting analysis of fiscal transactions relative to tax revenues and refunds for various tax programs and processes.  Assist with the completion of monthly and year-end financial, statistical, and management reports that provide information to management, the Departmental Accounting Office, and to other State agencies. Effectively utilize Sage ACCPAC software applications, Microsoft Access databases, and FI$Cal to record transactions and generate accurate financial reports. Prepare and analyze monthly revenue reconciliations. Establish new accounts, analyze transactions, and prepare adjustments to properly update the subsidiary ledgers. Identify past due accounts receivables, prepare billing notices, and prepare accounts for transfer to internal collection staff for further action. Prepare updated account balances for filing bankruptcy claims and submission of requests for discharge from accountability. Research and analyze accounting documents and ensure documents are processed and issued pursuant to governmental accounting practices and statutory authorization. Process Remittance Advice/TC-31 forms, calculate interest on delinquent remittances, prepare monthly Restitution Fund Memos and the annual Delinquency Date Schedule, and maintain county remittance records.

	20%
	Perform moderate level accounting analysis of fiscal transactions relative to tax revenues and refunds for other tax programs and processes. Assist in preparing and posting accounting transactions to accounts receivable and accounts payable subsidiary ledgers, including the preparation of refunds. 

	20%
	Perform research and provide guidance to taxpayers or their representatives on complex or sensitive inquiries concerning account status. Confer with departmental or external accounting staff to correct errors detected in account balances and/or financial records. Perform research and provide guidance to counties or their representatives on revenue remittance inquiries. Coordinate with the Judicial Council, State Treasurer’s Office, and other state agencies involved with county revenue remittances.

	10%
	Coordinate and communicate with the Departmental Accounting Office and other State agencies administering tax programs including the Department of Insurance, California Department of Tax and Fee Administration, and Department of Conservation.

	5%
	Assist with special projects, including the modification of existing accounting system and/or process re-engineering efforts and the development and maintenance of desk procedures. Participate in cross training as requested for other program areas.


SECTION C: NON-ESSENTIAL FUNCTIONS

None. 
SECTION D: ADA REQUIREMENT

Alternatives will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

Accounting principles and procedures; governmental accounting and budgeting; principles of electronic data processing; principles of policy formulation; statistical methods; principles of finance and business law; and principles of business management. 
Ability to:

Apply accounting principles and practices; analyze data and draw sound conclusions; analyze situations accurately and adopt an effective course of action; prepare clear, comprehensive, and concise reports; apply principles of finance and develop financial policy; apply statistical methods; analyze a variety of accounting data; identify trends, make projections, and draw conclusions; make sound decisions and recommendations with regard to accounting problems; work closely with operating managers to identify accounting office capabilities as they apply to a variety of program needs; establish and maintain cooperative relations with those contacted in the work; interpret and apply laws, rules, standards and procedures; and communicate effectively; prepare clear procedures; and work efficiently in a hybrid telework setting.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The incumbent will have access to sensitive and confidential information related to the affairs of individuals, businesses, other State departments, and their offices and programs.  Careless, accidental, or intentional disclosure of information to unauthorized persons can have significant effects, which may result in civil or criminal actions against those involved or jeopardize the ability of the State Controller’s Office to fulfill its statutory responsibilities.

The incumbent will be responsible for analyzing data for various tax programs to ensure that transactions are posted correctly to Sage ACCPAC.  The incumbent is responsible for completing various reconciliation reports, year-end reports and various correspondence.  Failure to do so may result in inaccurate reporting of accounts receivables, negatively impacting revenues to the State, and in some cases, legal action against the State. 
SECTION G: PERSONAL CONTACT

The incumbent may come into contact with all levels of staff and management in the department on a daily basis. Also, the incumbent may communicate with other departments, local entities, the public, and other interested parties in the course of work.

SECTION H: WORK ENVIRONNMENT

While at the base of operation, employees will work in a climate-controlled office under artificial lighting. Frequent use of copy machines, printers, ten-key, computers, laptops, and various standard office equipment. The incumbent may be required to travel to attend meetings up to 10 hours per month; additional time may be required to attend specific training opportunities. When traveling, the incumbent may be subject to the elements of the destination.
This position may be eligible for a hybrid telework schedule based on business needs. The incumbent will be expected to adhere to all requirements of the signed telework agreement.
SECTION I: PHYSICAL REQUIREMENTS

The incumbent may be required to sit for long periods using a keyboard, mouse, and video display terminal.

	Check the frequency of activity required of the employee to perform the job

	Activity

(Hours per day)
	Never

(0 Hours)
	Occasionally

(up to 3 hours)
	Frequently

(3 to 6 hours)
	Constantly

(6 to 8 hours)

	Sitting
	
	
	
	x

	Walking
	
	x
	
	

	Standing
	
	x
	
	

	Bending (neck/waist)
	
	x
	
	

	Squatting
	
	x
	
	

	Climbing
	x
	
	
	

	Kneeling
	
	x
	
	

	Crawling
	
	x
	
	

	Twisting (neck/waist)
	
	
	x
	

	Is repetitive use of hand(s) required?
	
	
	
	x

	Simple Grasping (R or L)
	
	x
	
	

	Power Grasping (R or L)
	
	x
	
	

	Fine Manipulation (R or L)
	
	
	x
	

	Pushing/Pulling (R or L)
	
	x
	
	

	Reaching (above/below shoulder level)
	
	
	x
	

	Lifting/Carrying
	May occasionally lift boxes and files within the office environment.
Archive boxes up to 25 pounds, averaging one box per day, up to a distance of 100 feet (carts are available in the office).


SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.

________________________________________
_____________________

Employee’s Signature




Date

I have discussed and provided a copy of this duty statement to the employee named above.

_______________________________________
_____________________

Supervisor’s Signature




Date
Rev. 10/16


