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Summary of Duties: Serves as the chief or assistant chief
accounting offrcer for a city departnent; directs centralized
auditing, accounting, fund, appropriation and di sbursenent
activities of the Controller's Ofice; or serves as a staff

speci ali st responsible for highly conplex fiscal activities with
Gty-wide inpact. Applies sound supervisory principles and
techni ques in building and maintai ning an effective workforce;
fulfills affirmati ve action responsibilities; and does rel ated
wor k.

Di stingui shing Features:

A Chief Accountant Analyst is a division head or assistant

di vi sion head responsi bl e for planning and directing, through
subor di nat e supervi sors, a conpl ex accounting and/or auditing
systemfor a Gty departnment or a centralized accounting or
auditing systemin the Controller's office; or is responsible
for coordinating or directing a specialized managenent
accounti ng program The i ncunbent works with a high degree of
i ndependence, exercises considerabl e judgnent in establishing
and devel opi ng work met hods and procedures, and usually reports
to the top nmanagenent of a departnent.

Paygr ade 1: Chief accounting officer in a snall or nedi um
accounting office with a variety of funds and conpl ex accounti ng
systens; or section manager of a conpl ex, diverse accounting
systemreporting to the chief accounting officer

Paygrade Il: Drects or coordi nates city-w de nanagenent
accounting prograns; assistant chief accounting officer of a

| ar ge/ conpl ex accounting system or assistant chief auditor in
the Controller's office.

Paygrade 111: Chi ef accounting officer over a | arge accounting
office with conplex, diverse accounting systens which requires
prof essi onal , second-|evel subordi nate supervisors; chief
accountant or chief auditor in the Controller's office.

In addition to above, the paygrade |evel is determned by size
of accounting division, reporting relationships, conplexity and
diversity of funds and accounting systens, and the nature and
scope of admnistrative and functional responsibilities.

Examples of Duties: A Chief Accountant Analyst:

l. Isresponsible for development and administration of accounting/auditing plans, policies, procedures
and standards;

Il. Directs the install ation and maintenance of accounting records, timekeeping, payroll, property, and
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i nventory procedures and controls;

Drects the preparation of reports and financia

st at ement s;

Drects auditing and coll ection of revenue;

Conducts cost anal yses and rate studies;

Prepares statenments and reports of estimated future costs

and revenues;

Participates in bond fund eval uation, preparation of

prospective uses, sale and control;
May direct through subordinates, a |arge nunber of
enpl oyees engaged in conmercial /enterprise and
governnental fund accounting activities, including
auditing, purchasing, stores, risk nmanagenent, grants
nmonitoring and data processi ng;

Recomrends sources of fundi ng;

May gather cost data in applying for reinbursenent for

proj ects;

Coordi nates grant reinbursenent activities with other

gover nnent al agenci es;

Confers with outside auditors about accounting procedures;
Anal yzes accounts recei vabl e and accounts payabl e,
schedul es of depreciation, and anortization of assets;

May represent the departnent in neetings wth business
representatives and governnental officials;

Assists in or directs the auditing of cash receipts and
deposits, financial operations, records and accounting
systens within the Gty departnents;
Revi ews and anal yzes departnment accounti ng systens and
internal controls and recomends i nprovenents;
Coor di nates cityw de accounting activities involving
autonatic data systens with Infornmation Services
Depart nent ;
Furni shes infornation concerning the Gty of Los
Angel es to other entities;

May direct research and support activities necessary to
provi de technical services to departnents and agenci es;
Provi des techni cal expert advice and direction to

prof essi onal accounting, auditing and admnistrative staff
in inplenentati on and nai ntenance of G ty-w de managenent
accounti ng prograrns;

Devel ops traini ng prograns,

Comuni cat es equal enpl oynent/affirnmative action
information to enpl oyees;

. Applies job-related criteria in selecting, orienting,
assi gning, training, counseling, evaluating, and
di sci pl i ni ng subor di nat es;
Assi sts enpl oyees in preparing for pronotion as
described in the Gty's Affirmati ve Action Program



CHIEF ACCOUNTANT ANALYST, 1586 Page

May occasionally be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.
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Qualifications: Incunbents nust have the follow ng know edges
and abilities:

A good know edge of:

XXV. The theory and practice of governnental and commerci al
accounting and auditing in accordance with CGenerally
Accept ed Accounting and Auditing Principles and Standards
(GAAP | GRAS) ;

. Qurrent pronouncenents, statenents, Federal, State and
| ocal |egislation, regulations and reporting
requirenents as related to financial operations of the
Gty of Los Angel es;

XM | . Cost accounting nethods and procedur es;

XM . Laws and ordi nances relating to the financi al
admnistration of Gty governnent;

XXX The accounting systemand financial structure of the
Gty;

XXX. The principles and practices of public finance
adm ni strati on;

XXX . Budget preparati on and control;

XXX T The princi ples and net hods of busi ness organi zati on
and nanagenent;

XXX The utilization of data processing equi pnment and
met hods used in the nmai ntenance of accounting records;

XXX V. Safety principles and practi ces;

A wor ki ng knowl edge of:

XXXV The organi zation, functions, policies and procedures
of the Controller's Ofice;

XXXV . The supervisor's responsibility for EEQ AA as set

forth in the Qty's Affirmative Action Program

A general know edge of:

XXM 1. Gty personnel rules, policies and procedures;

XM 1. Menor anda of understanding as they apply to
subor di nat e personnel ;

The ability to:

XXX X. Mai ntain a work environment to enhance both enpl oyee
nmoral e and productivity;
XL. Fulfill supervisor's affirmative action responsibilities as

indicated in the Gty's Affirmative Action program
XLI. Apply sound supervisory principles;
XLIT. Pl an, organize, and direct the work of a large
accounting division and supervi se professional,
technical, and clerical personnel;

XL, Use commercial GAAP for neasurenent and di scl osure of
revenues, assets and expenses; _
XLI V. Prepare conpl ex financial statenents and reports in

accordance wth GAAP;
XLV. Devise, install, and supervise the operation of general
budgetary, and cost accounting systens;
XM . Anal yze, interpret, evaluate and present financial
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dat a using conci se and proper technical accounting
| anguage and correct English;

XM | . Comuni cate in clearly understandable witten and
spoken Engli sh;

XM 1. Read, anal yze and act upon conplex authoritative
regul atory docunents and contracts;

XLI X Anal yze situations accurately and adopt an effective

course of action;
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L. Pl an, organize, outline and direct a conprehensive auditing
progr am
LI. Analyze accounting systens of independent Gty departnents

and to recommend necessary changes consistent w th sound
accounting practices and governnental GAAP

LI1. Prepare or supervise preparation of conprehensive reports
and anal yses of the financial activities of a large
governnental unit;

LITI. Devel op accounting procedures and forns;

LIV. Use and supervi se conputerized accounti ng systens and
rel ated software prograns,

LV. Deal tactfully and effectively with governnmental officials,
managenent, subordi nates, and peers as well as with a
variety of individuals fromoutside Gty service.

M ni num Requi renents:

Three years of experrence with the Gty of Los Angeles as a
second-| evel supervisor directing the work of professional
accounting or financial auditing staff in a class at |east at
the level of Senior Accountant Analyst.

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

License: Awvalid California driver's license is required.

Physi cal Requirenents: Strength to performaverage lifting of
'ess than 15 pounds and occasionally over 25 pounds; arm hand,
and finger dexterity with at | east one hand involved in
activities such as reaching, handling, and feeling; good
speaki ng and hearing ability; and good eyesi ght.

Persons with nedical limtations may, wth reasonabl e
accommodati on, be capable of performng the duties of this
class. Such determ nation nust be nade on an individual basis
inlight of the person's Ilimtations, the requirenments of the
positions, and the appointing authority's ability to effect
reasonabl e accommodation to the person's limtations.

As provided in CGvil Service Comm ssion Rule 2.5 and

Section 4.55 of the Adm nistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not

intended to declare what all of the duties and
responsibilities of any position shall Dbe.
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