051-421-4582-196	Vacant	TBD
OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME
Vacant
	DIVISION
Local Government Programs and Services Division

	CLASSIFICATION TITLE
Accounting Analyst
	UNIT NAME - LOCATION
Local Apportionments Section - Sacramento

	WORKING TITLE
Fiscal Analyst
	POSITION NUMBER
051-421-4582-196

	
	EFFECTIVE DATE
TBD




SECTION A: GENERAL DESCRIPTION 

Under the general supervision of the Accounting Administrator I (Supervisor) and utilizing knowledge of governmental accounting, auditing, financial reporting, and procedures prescribed by the State Controller’s Office (SCO), the incumbent will be responsible for performing moderately complex technical, analytical duties related to the apportionments process. The incumbent will perform the full range of duties including, but 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

	50%
	Perform moderately complex analytical duties pertaining to fund reconciliation and the preparation of payment spreadsheets. Review and analyze the accuracy of data contained in various payment related reports. Review and process payments to local governments and post payment data online that meets web content accessibility requirements.
Prepare forms for annual data submission. Analyze, verify, and review data collected from local governments.

Learn and develop skills through assisting senior staff with complex payments.

Communicate complex information in a correct, clear, and concise manner through written and verbal communication. 

Pay close attention to detail with the ability to follow instructions and directions without error. Work independently, set priorities, concurrently manage several moderately complex assignments, and meet deadlines with overlapping timeframes.

	25%
	Communicate and work collaboratively with representatives from other state agencies, local governments, and other interested parties. Prepare correspondence, as needed. Maintain complete and accurate documentation and records of incoming and outgoing correspondence and documentation.  Prepare audit finding responses.

Collaborate with system programmers, management, and other state agencies to develop, implement, and test statutory changes affecting various payment programs.

	15%
	Assist in monitoring and analyzing proposed legislation to determine the impact it will have on SCO. With supervision, advise management on proposed amendments, resource needs, workload impacts, and of potential changes to procedures.

Create, update, and maintain procedures. Analyze and resolve procedural problems.

	10%
	Assist in the configuration, implementation, and testing of procedures and payment calculations for payment programs utilizing the Agile Payment System (APS) and FI$Cal.  Ensure internal controls and statutory requirements are followed.

Assist in projects or assignments, as needed.


		
		


SECTION C: NON-ESSENTIAL FUNCTIONS

	
	0%
	None





SECTION D:  ADA REQUIREMENT

Alternative 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; business law; 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.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The incumbent will have access to very sensitive and confidential information.  Careless, accidental, or intentional disclosure of information to unauthorized persons can have far-reaching effects, which may result in civil or criminal actions against those involved.  

The incumbent makes recommendations for decisions to management. These decisions may be sensitive in nature and subject to management review. Failure to determine the appropriate course of action could lead to misallocation of funds and/or failure to comply with statutory requirements that may result in action being taken against the incumbent and/or the Department.


SECTION G: PERSONAL CONTACT

The incumbent may confer with all levels of staff and management in the Bureau and the department on a regular basis. The incumbent may also provide recommendations and support to Division management, and be required to consult with personnel at other departments, local governments, and other interested parties in the course of work.    

SECTION H: WORK ENVIRONMENT 

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, and various standard office equipment. The incumbent may be required to travel to attend meetings up to 20 hours per month; additional time may be required to attend specific training opportunities. A hybrid schedule including time teleworking and time in the office may be available. The hybrid work schedule is based on the section’s needs.

While at Headquarters: Work is performed in a climate-controlled office under artificial light with standard office furniture and equipment. If required to travel the incumbent may be subject to the elements of the destination.

While Teleworking: Employee 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 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
	Describe the heaviest item required to be lifted or carried, the frequency and the distance:

Archive boxes weighing 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. 07/21

