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Summary of Duti es: Serves as Director of a major accounting or
auditing programof the Gty of Los Angeles in the Ofice of the
Controller; acts as |iaison to designated cogni zant agenci es; provides
| eadership to and coordination of all departnents and agenci es
participating in the particul ar program ensures conpletion of tinely,
accurate and conplete projects in conpliance with related |egislation,
regul ations, and other authoritative docunents; establishes policies
and procedures for the conduct of the programfor which the enpl oyee
is responsi bl e; and does rel ated worKk.

D sti ngui shing Features: Under admnistrative direction, a Single
Audit Director is a high | evel accounting adm ni strator responsible
for the operation of a nmaj or managenent accounting program whi ch
coordinates the activities of all departnments and agencies included in
the financial entity of the Gty of Los Angel es which participate in
the program An enployee of this class works with a high degree of

i ndependence, exerci ses consi derabl e judgnent in devel opi ng and
establishing policies and procedures, and reports to the top
managenent of the departnent. A Single Audit Drector resolves
difficult or inportant questions of policy, and with the assistance of
a accounting and admnistrative staff, resolves problens of accounting
practices and procedures related to the programfor which the enpl oyee
is responsible. Assignnents are received in terns of broad program
obj ectives, and work is eval uated by managenent in terns of results
obt ai ned and obj ectives acconpl i shed.

Single Audit Director is distinguished fromthe class of Principa
Deputy Controller in that the latter assists in the admnistration of
all functions and activities of the Ofice of the Controller and has
general supervision over all accounting, auditing and fiscal systens
activities performed. 1In the absence of the Controller and the Chief
Deputy Controller, the Principal Deputy Controller is authorized to
performthe duties of the Controller. A Single Audit D rector does
not have this authority.

Single Audit Director is distinguished fromChief Accountant
Controller in that the latter is responsi ble for the day-to-day
operations of the naintenance of the Qty's systemof accounts and for
ensuring the security of the Gty's assets while the forner is
responsi ble for the admnistration of a specialized technical
accounting or auditing programoperation which is supported by the
data generated by work under the control of the Chief Accountant
Controller. Single Audit Drector isdistinguished from Depart nent al
Chi ef Accountant in that the latter is responsible for the fiscal
operations of a single operating or proprietary departnment while the
former is responsible for the operations of a centralized, coordinated
accounting or auditing function of the Controller's Ofice such as
Single Audit Report preparation.

Exanpl e of Duties: Provi des highly conplex technical direction in the




preparation of the annual schedul e of Federal Financial Assistance in
conpliance with the Single Audit Act of 1986; plans, devel ops,

i npl ement s and eval uates a naj or nmanagenent accounting program

i ndependent |y perforns a review of relevant Gty accounting practices
and internal controls, including work done by the Controller's Ofice;
coordi nates the work of subordinate enpl oyees with the work of other
divisions, departnments and agencies; devel ops and inpl enents
policies, regulations and procedures establishing uniformaccounting
controls and net hods governing the operation of the program directs
preparation of programoperational nmanuals; directs the training of
all Aty departnent and agency personnel in the inplenmentation of new
policies, nmethods and procedures; represents the Gty of Los Angel es
inrelations with designated cogni zant agenci es; perforns conpl ex

anal yses of programadm ni strative needs and probl ens, devel ops

| ogi cal solutions and formnul ates sound recommendati ons to neet and

mai ntain high | evels of professional standards w thin the program
recomrends and coordinates installation of fiscal operations changes
intended to inprove the efficiency and effectiveness of the accounting
program for which the enpl oyee is responsible; analyzes and interprets
accounting provisions of |aws and regul ati ons and recomrends steps for
their inplenentation; reviews existing |legislation and anal yze
proposed | egi sl ati on, ordi nances, Charter provisions, GASB and FASB
pronouncenent s, NCGA statenents or other authoritative docunments for
their inpact on the accounting programof the Gty and nay nake
recomrendations for the Gty's position on these proposed docunents

t hrough the preparation of position papers; represents the Controller
before the the Gty Council and Council commttees and in di scussions
with elected officials, Gty officers, and representati ves of other
public and private agencies, as required; ensures the programis
nmeeting its objectives, priorities and deadlines and takes corrective
actions to achi eve such; maxi mzes productivity through effective
communi cation with, and notivation of, subordi nate enpl oyees; and may
occasional |y be assigned other duties to neet departnental objectives
and goals, for training purposes, or to neet technol ogi cal changes or
emner genci es.

Qualifications: A good know edge of governnental and commercia
accounting; a good know edge of cost accounting; a good know edge of
grant accounting and the theory and practice of overhead allocation; a
good know edge of the principles and practices of public financia
admni stration; a good know edge of the system of accounts and
financial structure of the Gty; a good know edge of the Charter, |aws
and ordinances relating to the financial admnistration of the Gty; a
good know edge of the principles of managenent; a good know edge of
human resources nmanagenent techni ques; a good know edge of safety
princi ples and practices; a working know edge of the use of automatic
dat a processi ng equi prrent and nanagenent accounting software
applications used in the nmai ntenance and auditing of accounting
records; a working know edge of the |aws and regulations related to
equal enpl oynment opportunity and affirnmative action; a general

know edge of Gty personnel rules, policies and procedures; a general
knowl edge of menoranda of understanding as they apply to subordi nate




personnel ; the ability to read, understand, interpret and apply
authoritative docunents such as the Gty Charter, |aws and ordi nances,
FASB and GASB pronouncenents and OMB G rculars relating to the
financial admnistration of the Gty governnment, the ability to
analyze and interpret conplex fiscal infornmation and other data from
| arge or numerous governmental units; the ability to identify and
anal yze the nmanagenent information needs of a conpl ex organi zati ona
environment; the ability to prepare conprehensive reports docunenting
and interpreting findings of analyses; the ability to formul ate
solutions to conpl ex technical accounting admnistrative problens and
to nake sound recommendati ons justified by analytical findings; the
ability to prepare and present oral and witten presentations of
conpl ex material, advice and recommendati ons clearly, concisely,
logically and convincingly; the ability to plan, supervise and

eval uate the work of professional and clerical accounting enpl oyees;
the ability to deal tactfully and effectively with el ected officials,
Gty officers, departnment managenent enpl oyees, representatives of
other public and private agencies, and other Gty enpl oyees.

Three years of full-tinme paid supervisory professional experience in a
position at the level of Single Audit Analyst in the Gty of Los
Angel es with substantial responsibility for the inplenentation or
admnistration of a |arge departnmental or Gty-w de nmanagenent
accounting program or three years of full-time paid professional
experience in a public accounting practice with full responsibility
for providing consultation services to a | arge governnental agency

i npl enenting or maintaining a nanagenent accounting programis
required for Single Audit Drector.

Qurrent licensing by the State of California as a Certified Public
Accountant is required.

Appoi ntnment to this class is subject to a one year probationary period
as provided by Section 109 of the Gty Charter.

License: Awvalid CGalifornia driver's license and a good dri ving
record may be required.

Physi cal Requirenents: Perforns sedentary work includi ng occasi ona
wal ki ng and standing; strength to performaverage lifting of fifteen
pounds and occasionally over twenty-five pounds; nmanual dexterity wth
at |l east one hand involved in activities such as operating a personal
conput er; good speaking and hearing ability; and good eyesi ght.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capable of performng the duties of this class. Such determ nation
must be made on an individual basis in light of the person's
[imtations, the requirenments of the position, and the appointing
authority's ability to effect reasonabl e accommodati ons to the
person's limtations.

As provided in Gvil Service Commssion Rule 2.5



and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. Is is not intended to decl are what
all of the duties and responsibilities of any
position shall be.



