CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT
	WORKING TITLE OF POSITION:

Accounting Administrator 1 – Supervisor
	REPORTING UNIT NUMBER:

273

	DIVISION/BRANCH OR CENTER:

Administrative Services/Accounting
	LOCATION:

CCC Headquarters, Sacramento

	CLASS TITLE:

Accounting Administrator 1 – Supervisor
	POSITION NUMBER:             EFFECTIVE DATE:
533-273-4549-XXX                July 2026



SUPERVISION EXERCISED

	NUMBER
	DIRECT SUPERVISION CLASSIFICATION
	NUMBER
	INDIRECT SUPERVISION CLASSIFICATION

	1
2

	Sr. Accounting Officer (Spec)
Accountant Trainee
	1

	Accountant 1


EFFECTIVE ON THE DATE INDICATED, THE EMPLOYEE PERFORMS THE FOLLOWING DUTIES AND RESPONSIBILITIES ASSIGNED TO THE ABOVE POSITION.

	Under the management of the Accounting Administrator 2, the Accounting Administrator 1 functions as the Accounts Receivable, Cashiering, and Payroll Unit Manager and responsible for the supervision, planning, organizing, performing and delegating assignments. This position includes ensuring that all records and accounts are correctly maintained, reconciled and reported in accordance with applicable laws, State and Federal regulations, and Departmental policy that require adequate internal controls to provide reasonable protection of State assets.
In all job functions, employees are responsible for creating an inclusive, safe, and secure work and program environment that values diverse cultures, perspectives, and experiences, and is free from discrimination. Employees are expected to provide all members of the public equitable services and treatment, collaborate with underserved communities and tribal governments, and work toward improving outcomes for all Californians.


	30%

30%

15%

10%

10%

5%
	Management/Administration Activities

· Plan, organize, perform, delegate, review and approve the work assignments of professional and technical level employees of the Accounts Receivable (AR), Cashiering, and Payroll Units. 

· Responsible for hiring, training, and evaluating staff performance. Provide meaningful feedback via probationary reports and annual performance appraisals and provide motivation for employees to produce their best results. Consult with Human Resources (HR) regarding performance issues. 

· Supervise staff by setting priorities, assigning work to be performed, reviewing work products to ensure the quality, accuracy, and timely completion of assignments. 

· Evaluate staff’s work, processes, and procedures for accuracy, consistency, internal control, and in accordance with applicable laws, State and Federal regulations, and Departmental policy. 
· Identify training needs and provide training to staff to implement new accounting procedures.

· Oversee the unit’s day-to-day, month-end, and year-end FI$Cal
activities to ensure transactions and reports are timely and accurate;
and to ensure all issues are resolved in a timely manner.
· Write letters, memos, and other correspondence using Word or other electronic means in order to communicate with internal and external entities, various control agencies, and management.
State Billing and Cash Accounting
· Maintain AR balances including Payroll Accounts Receivables (PAR) allocation, create AR items, apply payments to AR items in Fi$Cal and collections for aging AR items.

· Process Payroll Accounts Receivables and payments made through payroll deductions.

· Submit Agency Collection Accounts Receivables (STD 995A) monthly to State Controller’s Office (SCO), Personnel and Payroll Division’s W-2 Unit. 

· Approve and monitor issuance and collection of travel, salary and expense advances. Follow up with Accounting and HR staff regarding outstanding advances older than 30 days.

· Monitor and/or perform cashiering activities (i.e. deposits, remittances, and corrections).

· Monitor payroll warrants received from SCO are distributed in accordance with HR instructions and all warrant releases received from HR are processed. 

· Monitor, process, review, approve, and replenish Office Revolving Fund (ORF) advances in FI$Cal.

· Assist staff with complex AR billing, deposit, outstanding ORF advance, or Payroll AR questions or issues.
· Oversee and conduct collection activities to recover outstanding AR and ORF advances, including monitoring aging reports, following up on delinquent accounts, sending collection letters, contacting vendors to resolve delinquent balances, and working with management and SCO to write-off uncollectable receivables in accordance to State rules and regulations.  

Month-End, Year-End, and Reporting Activities

· Oversee AR and cash related month-end close and year-end close processes.

· Reconcile the Office Revolving Fund by clearing and following up on identified reconciling items.

· Review chart fields for posted transactions and correct invalid chart filed in AR module.

· Review and accrue AR items at year-end.

· Prepare and submit the Accounts Receivable Yearly Report to SCO.

· Review any new AR reporting requirements to see if applicable to the department and complete the required reporting for Accounting management review.

Fiscal and Compliance Activities
· Analyze and provide guidance for complex financial transactions and records.

· Maintain internal controls to ensure compliance with financial policies and procedures and to safeguard state assets in accordance with State rules, laws and regulations.

· Responds to special requests from the control agencies and private sector.

· Participate and work with management for financials audits. 

· Work proactively to ensure previous audit findings have been resolved and reduce potential audit finding from control agencies and independent audits.

· Respond to accounting and audit related inquiries from field staff and external reviews.

Planning and Organizing Activities

· Delegate work assignments to appropriate staff to ensure work and projects are completed timely.  Monitor the work of staff to ensure accuracy and deadlines are met.

· Ensure that staff have the necessary tools, equipment, and training to effectively perform the essential functions of their position.  Develop training and work plans for staff to meet goals. Approve/deny leave requests and ensure adequate operational coverage.
· Participate and work closely with the Accounting Administrator II to determine Department impact for ongoing FI$Cal system updates and implement procedural changes as needed. 

· Maintains a positive working relationship with control agencies to ensure CCC is apprised of upcoming fiscal procedural changes or State requirements.

Promote Diversity, Equity, and Inclusion

· Participate in professional development trainings, as well as tasks, trainings, and activities that support programmatic and workplace diversity, equity, and inclusion.
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          Employee Name (Print)            
          Signature                                           Date
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