STATE OF NEBRASKA
CLASS CODE:
G09100
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SALARY GRADE:
16

EST:  00/00 - REV:  09/99
OVERTIME STATUS:
E
ACCOUNTABILITY AND DISCLOSURE DEPUTY DIRECTOR

DESCRIPTION:  Under administrative direction of the Executive Director supervises all audit functions within the Agency.  Additional duties will include direct supervision of all Auditor II’s and clerical staff, performance of additional administrative tasks as assigned by Executive Director, and acting in the capacity of Executive Director in his/her absence.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Oversees and may perform random desk audits of  Campaign Statements in addition to activity reports filed with the Commission to ensure compliance with Accountability Act provisions.

Review incoming reports and equitably assign work to Auditor II positions.

Provide guidance to Auditor II positions with respect to compliance and interpretations of the  Act.

Review written audit reports include scope of audit conducted, ensuring information is in conformity with Act provisions.

Develop and review relevant correspondence with filers when necessary; develop correspondence and recommendations for necessary action to effect compliance.

Upon recommendation of Auditor II, review extraordinary filings to ensure those made were not knowingly false or fraudulent, but are in compliance with the Act.

Report potential violations to the Executive Director.

Directly supervises Staff Assistant III and all clerical functions of the office, including ensuring proper report and correspondence workflow.

Under direction of Executive Director will:  assist  in fiscal planning and office budgeting, assist in agency planning process, perform a degree of personnel functions for the office, perform functions of Executive Director in his/her absence.

FULL PERFORMANCE KNOWLEDGE, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

ACCOUNTABILITY & DISCLOSURE DEPUTY DIRECTOR (continued)
ENTRY KNOWLEDGE, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of:  basic and advanced auditing principles and practices; good command of audit and accounting procedures; ability to conduct field and desk audits; act as resource for staff and Agency; supervise Auditor II and all other clerical staff positions.  Thorough understanding of Nebraska Political Accountability and Disclosure Act, Campaign Finance Limitations Act, Nebraska Budget process, State Accounting procedures.

Ability to:  plan work programs, supervise work of auditing and clerical personnel; make mathematical computations efficiently/accurately; plan and execute budget decisions, and communicate effectively, which may include designing presentations and training sessions.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Bachelor’s degree in business administration with emphasis in accounting or auditing.  Working knowledge of auditing and accounting principles and practices.  Previous supervision skills desired.

