STATE OF CALIFORNIA
STATE COASTAL CONSERVANCY

DUTY STATEMENT

 (07/14)

Shaded area for Personnel Office use only

	
	
	Effective Date:

11/21/2019     

	1. OFFICE
State Coastal Conservancy
	POSITION NUMBER (Agency - Unit - Class - Serial)

536-100-4179-002

	2.  HEADQUARTER LOCATION

Oakland, CA 
	3.  CLASS TITLE

Accountant Trainee 

	4.  WORKING HOURS/SCHEDULE TO BE WORKED


8:00 a.m. to 5:00 p.m., Monday to Friday
	5.  SPECIFIC LOCATION ASSIGNED TO


N/A


	6.  

	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)

536-100-4179-002


	All employees are expected to work cooperatively with others; maintain regular, consistent and predictable attendance; possess integrity, initiative, dependability and good judgment.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS

Under the direct supervision of the Accounting Manager, the incumbent performs difficult technical and professional accounting work within the Accounting unit of the Conservancy.  Duties include the following: 


	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	 70%

 25%

  5%
100%
	ESSENTIAL FUNCTIONS:
- Enter funding information onto support-funded Inter-Office Requisitions (IORs). Sign off and forward to Procurement;

- Enter support fund reservations by IORs onto Draw Down Sheets on Share;

- Enter PO number onto Draw Down Sheets when approving POs for Support funds; 

- Coordinate support fund issues with Accounting manager and requesting staff; 

- Audit and approve support POs in Fi$Cal or push back for correction; 

- Enter Activity Sheets into Fi$Cal for Reporting Unit 200 staff by the 4th of each month from information pulled from TEMPO

- Back up and overflow of voucher preparation for Contract Invoices

- Ensure Cash availability for Bond fund payments

- Enter Bond fund expenditures in ABCRS

- Prepare monthly fund reconciliations for funds as assigned.

MARGINAL FUNCTIONS 
-Assist other Accounting staff where and as needed during peak times

-Back-up for other accounting staff members in absences for cross-trained work. 




	11.  
SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE


	SUPERVISOR’S NAME (Print)

Riakat Ali
	SUPERVISOR’S SIGNATURE

	DATE




	12.
EMPLOYEE’S STATEMENT:
I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 


COPY OF THE DUTY STATEMENT


	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)


	EMPLOYEE’S SIGNATURE

	DATE

     


STATE OF CALIFORNIA
STATE COASTAL CONSERVANCY
DUTY STATEMENT

	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	
	KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of:  Accounting principles and procedures; governmental accounting and budgeting; the uniform accounting system and financial organization and procedures of the State of California and related laws, rules, and regulations; principles of business management, including office methods and procedures; principles of public finance; business law.
Ability to:  Apply accounting principles and procedures; analyze data and draw sound conclusions; analyze situations accurately and adopt an effective course of action; prepare clear, complete, and concise reports; make sound decisions and recommendations in regard to the professional accounting problems in maintaining control of a departmental budget; establish and maintain cooperative relations with those contacted in the work; and speak and write effectively.
DESIRABLE QUALIFICATIONS 
1) Dependability, accuracy, positive daily attendance 
2) Self-starter/takes initiative

3) High level of accuracy

4) ability to work in a fast-paced environment with deadlines

5) Detail-oriented
6) ability to work as a team as well as individually as work requirements demand

7) willingness to conform to the requirements of the position
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

Contract staff work in separated cubicles within a larger office. Most files are located within the office.  Work environment is fairly busy at all times and staff work cooperatively with one another as well as with other units within the Conservancy.

Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations
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	9.  Percentage of time


performing duties
	10.
Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 


related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	
	Physical Ability

· The job duties require an employee to work under stressful conditions.
· Talking, seeing, and hearing are essential to performing the job requirements.

· Common eye, hand and finger dexterity is required for most essential functions
Mental Ability
· Understand verbal instructions
· Understand written and verbal communication.
· Add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.
· Apply common sense understanding to carry out instructions furnished in written and oral form.
Reading:  Understand and use written information that may be presented in a variety of formats, such as text, tables, lists, figures, and diagrams; select reading strategies appropriate to the purpose, such as skimming for highlights, reading for detail, reading for meaning, and critical analysis.

Writing:  Express ideas and information in written form clearly, succinctly, accurately, and in an organized manner; use English language conventions of spelling, punctuation, grammar, and sentence and paragraph structure; and tailor written communication to the intended purpose and audience.

Mathematics:  Understand, interpret, and manipulate numeric or symbolic information; solve problems by selecting and applying appropriate quantitative methods such as arithmetic, quantitative reasoning, estimation, measurement, probability, statistics, algebra, geometry, and trigonometry.
Organizing and planning:  Organize and structure work for effective performance and goal attainment; set and balance priorities; anticipate obstacles; formulate plans consistent with available human, financial, and physical resources; modify plans or adjust priorities given changing goals or conditions.

Using social skills:  Interact with others in ways that are friendly, courteous, and tactful and that demonstrate respect for individual and cultural differences and for the attitudes and feelings of others.

Adaptability:  Change one's own behavior or work methods to adjust to other people or to changing situations or work demands; be receptive to new information, ideas, or strategies to achieve goals.

Working in teams:  Work cooperatively and collaboratively with others to achieve goals by sharing or integrating ideas, knowledge, skills, information, support, resources, responsibility, and recognition.

Self and career development:  Identify own work and career interests, strengths, and limitations; pursue education, training, feedback, or other opportunities for learning and development; manage, direct, and monitor one's own learning and development.
Listening:  Attend to, receive, and correctly interpret verbal communications and directions through cues such as the content and context of the message and the tone, gestures, and facial expressions of the speaker.

Speaking:  Express ideas and facts orally in a clear and understandable manner that sustains listener attention and interest; tailor oral communication to the intended purpose and audience.
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