State of Georgia Job Description

	Job Title: Account Specialist (DTAE) 
Job Code: 40220 
Last Update: 1/6/2005 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, according to DTAE established policies and standards, and Generally Accepted Accounting Principles (GAAP), is assigned independent responsibility for at least one defined accounting sub-system. Records financial transactions, analyzes and reconciles accounting records and may prepare standard accounting reports. 




Job Responsibilities & Performance Standards:
1.
Monitors assigned accounting sub-system(s); Analyzes and reconciles accounting data and transactions; Initiates contact with outside agent, institution, or with other DTAE unit, to develop and implement a solution to accounting discrepancy. (Performed by all incumbents)
1.
Performs work in a timely manner according to special financial and accounting practices defined and established for the assigned sub-system.
2.
Analyzes complex reconciliation documents and other information to arrive at logical and accurate conclusions.
3.
Determines appropriate corrective action to take when confronted with discrepancies; takes initiative to assure that corrective action is completed.
4.
Adequately analyzes the effects of transactions on reports, as well as accounting systems and sub-systems.
2.
Applies GAAP, applicable state and federal fiscal guidelines, and agency fiscal policies in recording financial activity in accounting systems and varied sub-systems. (Performed by all incumbents) 
1.
Correctly applies accounting principles according to GAAP, Governmental Accounting Standards, applicable state and federal guidelines and agency fiscal completeness.
2.
Carefully reviews documentation, entries and reports for accuracy and completeness.
3.
Accurately and completely records financial transactions according to generally accepted accounting principles.
4.
Reviews and analyzes subsidiary ledger accounts accurately for fiscal integrity as well as compliance with applicable principles, standards, guidelines, policies and procedures.
5.
Corrects subsidiary ledger accounts based on timely recognition of problems and accurate identification of required adjustments. Coordinates work with colleagues to provide accurate and meaningful financial information in a timely manner.
3.
Serves as liaison in responding to inquiries for solution of routine accounting problems or for information or interpretation from third parties such as auditors and governmental entities. Notifies appropriate personnel of pending audit actions. (Performed by all incumbents)
1.
Accurately and concisely explains accounting systems, subsystems procedures and practices. Reviews and insures correctness and accuracy of submittals.
2.
Follows departmental policies and procedures in providing information. Reviews unusual requests with supervisor prior to releasing information.
3.
Uses reasonable judgment in response to inquiries or complaints.
4.
Confers with appropriate sources to prepare complete and accurate response in the requested format. Submits response in a timely manner.
5.
Notifies appropriate personnel of pending audit actions in a timely manner. and maintains availability and effectively communicates with third parties.
4.
Maintains knowledge of current federal, state, department and GAAP rules, trends and developments in the field. Applies relevant new knowledge to performance or responsibilities. (Performed by all incumbents)
1.
Maintains professional affiliation and/or certification as a method of staying current with GAAP information.
2.
Participates in professional continuing educational programs when available.
3.
Attends regular meetings of applicable professional organizations.
4.
Reads and evaluates professional literature on a continual basis.
5.
Incorporates knowledge of pertinent new trends and developments into section procedures and makes recommendations for any related organizational changes.
5.
Balances and reconciles accounting records, such as journals, ledgers, batch reports, bank statements, payroll documents, agency-generated reports or related records. Determines sources of errors by researching accounting records. Records and/or directs correcting entries. (Performed by all incumbents)
1.
Gathers appropriate information, compares records and correctly traces inaccuracies or omissions.
2.
Accurately determines and initiates appropriate corrective actions.
3.
Accurately records adjusting or correcting entries in accordance with generally accepted accounting principles.
4.
Completes reconciliations within appropriate time frames.
5.
Appropriately transfers accounting data from individual accounting journals and ledgers to general ledgers within established time frames. Performs calculations required to correctly balance and reconcile accounting records.
6.
Maintains accounting file information. (Performed by all incumbents) 
1.
Maintains complete, accurate and readily accessible files that conform to applicable policies, procedures, guidelines and standards.
2.
Regularly purges files in accordance with policies on record retention.
3.
Follows guidelines for providing to auditors and others.
4.
Maintains confidentiality of records, files and other documentation.
7.
Provides support to auditors and other reviewers. Identifies and corrects procedural problems revealed in reviews and audits. (Performed by all incumbents) 
1.
Promptly provides information, documents and any other requested assistance to auditors or other reviewers.
2.
Regularly reviews accounting documents/reports for own work. Properly identifies procedural errors.
3.
Makes appropriate recommendations for correction of procedural errors. Oversees the corrective process.
4.
Properly identifies procedural problems causing quality assurance errors and audit exceptions.
5.
Implements appropriate procedural changes to remedy identified problems and improve quality and productivity.
8.
Identifies training needs, providing guidance and training to all technical colleges. (Performed by all incumbents)
1.
Trains technical institutes on new processes and procedures as necessary.
2.
Provides accurate and timely information to technical institutes in response to questions.
3.
Trains technical institutes on department policies, procedures, and other appropriate rules or laws in a timely manner; provides necessary supporting documentation.
9.
Oversees or participates in the compilation of data and prepares standard accounting reports. (Performed by all incumbents) 
1. Performs adequate research to collect accurate and appropriate data.
2. Compiles data and prepares reports according to guidelines for format and content.
3. Effectively proofreads and edits reports for content, accuracy, consistency and clarity.
4. Submits reports in a timely manner and according to established procedures.
5. Appropriately drafts associated documents (e.g. letters, memoranda, or other narratives.



Minimum Qualifications:
Completion of a bachelor's degree in accounting and two years professional level experience providing fiscal and administrative support. Demonstrated proficiency in Microsoft Office software. 

Preferred Qualifications:
Knowledge of State of Georgia financial system (PeopleSoft) and State of Georgia government accounting cycles and processes. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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