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DAS ACCOUNTING OPERATIONS MANAGER

DESCRIPTION:  Under general direction from the State Accountant work involves responsibility for the operations area of the State Accounting Division.  The incumbent supervises a professional and clerical staff in the processing of all documents entering and leaving the State's Accounting System; performs related work as required.

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.)

Overall management responsibility and authority for the daily operations of the State's centralized accounting and payroll systems.

Defines the long range plan for the Accounting Operations Section.

Develops a budget for the Accounting Operations Section, as part of the total Accounting Division budget.

Implements any recommendations which may arise from work assigned.  This involves internal communication as well as agency liaison.

Follows up on all recommendations which have been implemented in order to ensure that the recommendations are functioning properly.

Coordinates projects of the Accounting System Section with personnel in the Accounting Operations Section.

Coordinates the State's accounting process with state agency accounting activity.

Coordinates the State's accounting process with federal accounting requirements.

Periodically advises the State Accountant regarding the status of the Accounting Operations Section.

Conducts training sessions for all agency personnel.

Develops and reviews specific work assignments with the employees assigned to complete them.

Monitors the progress of each work assignment by periodically reviewing the work in process.

Reviews finished output of the assignment for quality, accuracy and completeness.

Coordinates special year-end and interim processing and reporting.

Serves as acting State Accountant in the absence of the Accounting Division head.

DAS ACCOUNTING OPERATIONS MANAGER(continued)

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

Knowledge of:  the State's centralized accounting and payroll systems; agencies' financial and accounting systems and operations; State's budgeting process; State Statutes and Attorney General's opinions affecting the accounting practices of the State; federal laws, rules and regulations regarding various federal payroll taxes; goals, laws, rules, policies and operations pertinent to the mission of the agency or specific project.

Ability to:  implement the policies of the State Accounting Division; plan, organize, delegate and direct the work of agency employees monitoring and evaluating accounting activities; plan and elicit the participation of a variety of governmental officials and program representatives during the administration of the State's Accounting System.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  generally accepted principles and concepts of governmental accounting, including governmental accounting, auditing and financial reporting; management and leadership theories and practices; computer systems and computer operations.

Ability to:  organize the work flow to assure its timely completion; research and analyze a problem, providing possible alternative solutions and describing potential pitfalls for any recommended solution in a clear and concise manner; communicate both orally and in writing; implement policies and procedures.

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.)

Post high school coursework/training in Business Administration or Accounting and experience in any of the following functions:  governmental or private sector accounting.  Should include some supervisory experience.

