CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT
	WORKING TITLE OF POSITION:

Senior Accounting Officer (Specialist)
	REPORTING UNIT NUMBER:

3273

	DIVISION/BRANCH OR CENTER:

Accounting
	LOCATION:

CCC Headquarters, Sacramento

	CLASS TITLE:

Senior Accounting Officer (Specialist)
	POSITION NUMBER:

533-273-4569-001
	EFFECTIVE DATE: 
January 2007


NO SUPERVISION EXERCISED

	NUMBER

 
	DIRECT SUPERVISION CLASSIFICATION


	NUMBER


	INDIRECT SUPERVISION CLASSIFICATION



	Effective on the date indicated, the employee performs the following duties and responsibilities assigned to the above position:

	Relative time required) Indicate %
	Under the general direction of the Accounting Administrator I (Supervisor), the Senior Accounting Officer (Supervisor) performs a variety of professional accounting duties that require knowledge of financial recordkeeping, basic principles of accounting, governmental accounting principles and procedures, and basic governmental budgeting principles and procedures, specifically the incumbent would be responsible for the complete and timely preparation of invoices from information submitted from the field, as well as collection efforts and input into the fiscal system.  

	40%
	Performs all tasks related to developing a data base for capturing all reimbursement information, preparing invoices for hours, materials, and support costs that have been expended in compliance with contract and State Administrative Manual (SAM) requirements, prepare collection letters for executive signature from the data base.  Analyze reimbursement contracts and interagency agreements for completeness and accuracy.  Codes invoices for entry into CALSTARS.  Ensure all transactions are in compliance with the respective contracts, department policies and procedures; and applicable laws, rules and regulations.

	25%
	Collects outstanding accounts receivable revenue in compliance with SAM requirements.  Calls Sponsors and prepares correspondence to Sponsors regarding non- or late payment   on more difficult delinquent accounts receivables.  Researches, compiles, and reviews work of subordinate staff related to supporting documentation for write-off of uncollectible receivables.  Prepares and submits requests for discharge of accountability 

	10%
	Reconciles the Department’s fiscal reimbursement information to CALSTARS.  Researches issues to resolve items that are in the suspense file.    Evaluates and maintains internal controls to ensure data integrity.  Analyzes and maintains accounting controls required by State Controller.

	10%
	Tracks outstanding receivable revenue to monitor collection efforts, to evaluate revenue projections, and to manage cash flow; and informs management on their status.  Serves as the liaison to service districts, sponsors, and state agencies with respect to the collection process.  

	10%
	Analyzes reimbursable contracts to determine revenue accruals for monthly and year-end financial reporting. 

	5%
	Enhance the Accounts Receivable data base when possible.  Coordinate with IT staff to ensure data base is updated and protected.   On a monthly basis provide information to budgets, executive staff and others regarding the amount of outstanding receivables, collections and write off status.  Extract and prepare special reports as required related to the reimbursements of the department. 
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