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Accounting Services Section 

Our mission is to help taxpayers file timely and accurate tax returns and pay the correct amount to fund 

services important to Californians. To support this mission, FTB employees strive to develop in CalHR's 

Core Competencies: Collaboration, Communication, Customer Engagement, Digital Fluency, Diversity and 

Inclusion, Innovative Mindset, Interpersonal Skills, and Resilience. Core competencies are the knowledge, 

skills, and behaviors which are foundational to all state employees regardless of classification. 

General Statement 

Under close supervision of the Administrator I, in a training and learning capacity, the incumbent collects 

outstanding salary advances for temporary and separating employees, prepares coding for documents 

for issuing various Revolving Fund checks and cash State warrants. The incumbent in a training and 

learning capacity, performs accounting duties in the establishment and maintenance of financial records 

for agency activities and maintains working relationships with department personnel, other state 

departments, vendors and US Bank. 

Essential Functions 

Percentage Description 

In a training and learning capacity, responsible for payment of separated and/or 

temporary employees within 72 hours as required by law. Review all controller 

issued warrants against subsidiary receivable ledgers prior to distribution. Deduct 

25% 
amounts due the department from applicable warrants, determine balance due to 

employee, and post the salary advance and accounts receivable ledgers 

accordingly. Work closely with the State Controller's Office (SCO) and Franchise Tax 

Board's (FTB) Personnel Specialists to research and resolve payment issues for FTB 

employees. 






