6- 15-90 DEPUTY TREASURER, 1199

Summary of Duties : Supervises enpl oyees engaged in receiving,

di sbursing, and accounting for cash in the Treasurer's (fice; or
directs and coordi nates the custody and di sbursenment of Gty funds,
bond registration, and street inprovenent bond activities in the
Treasurer's Ofice; applies sound supervisory principles and

techni ques in building and nmaintai ning an effective workforce;
fulfills affirmati ve action responsibilities; and does rel ated work.

D stingui shing Features : The Deputy Treasurer supervises the work of
the Teller and Warrant/ Check Processing Sections. As a principal
signatory of bank accounts of the Gty, the incunbent exercises
control over the withdrawal of funds. The Deputy Treasurer is jointly
responsi ble with the Minicipal Bond Registrar and for securities
deposited and other Gty departnents. Procedures followed are well
establ i shed and defined. Supervision received consists of a review of
conpl et ed wor k.

Exanpl es of Duties : Deputy Treasurer : Supervises enpl oyees engaged
In receiving, disbursing and accounting for cash in the Treasurer's

G fice; supervises the Street Bond Section; proofs forecl osures
procedures; signs new Bond issues; rel eases Bond to Bond hol der;
supervi ses daily opening and closing of Gty Treasury vault; acts as a
principal signatory on all active bank accounts of the Gty; shares
the responsibility for the safekeeping and settl enent of securities
entrusted to this Ofice for saf ekeeping by retirement funds and ot her
Gty departnments; acts as custodian of all unissued United States

Savi ngs Bonds; conpiles nonthly reports pertaining to avail abl e
securities and cash;

Preforns periodic audits of cash and insures that the work of the
Teller Section is up-to-date at all tinmes; checks cash accounting
nmet hods for appropriateness and accuracy; studies and recommends
changes in procedures; maintains control for securities received by
regi stered nail;

D ctates and processes correspondence relating to bank adj ustnents,
security redenption and exchanges, and grant anticipation notes;
communi cates equal enpl oynent/affirmative action information to

enpl oyees; applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and disciplining
subordi nates; assists enployees in preparing for pronotion as
described in the GQty's Affirmati ve Acton Program and may
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes or energenci es.

Qualifications : A good know edge State |aws, Gty ordi nances, and
Charter provisions governing the collection, deposit, safekeeping, and
handl i ng of nonies and securities of the Gty of Los Angel es; a good
know edge of negotiability of instrunents; a good know edge of
principles and practices of office safety; a working know edge of




operati ons and organi zation of the Treasurer's Office; a good

know edge of banking procedures relating to checks and warrants i ssued
and processed by the Gty of Los Angel es; a working know edge of
Street Inprovenent Act of 1911 and 1913, and the Bond provisions of
the Vehicle Parking Dstrict |laws of 1943; a worki ng know edge of
princi ples of nunicipal finance and Gty accounting and fisca
processes, nethods, and procedures; a good know edge of processes
involved in the issuance, redenption, registration, and payment of
general obligation bonds and revenue bonds of Gty departnents; a
wor ki ng knowl edge of functions and organization of the Gty
governnent; a wor ki ng know edge of bonds issued by the United States
Governnent, State of California, and political subdivisions of the
State; a good know edge of procedure in issuing United States Savings
Bonds;

A general know edge of principles, practices, nethods, and techniques
of admnistration, including organization, Departnent budget
preparation and control, personnel nanagenent, and fi nanci al
managenent; a wor ki ng know edge of principles, practices, and

t echni ques of office nanagenent; a good know edge of sound supervisory
princi ples and practices including planning, delegating and
controlling the work of subordinates; training, instructing and

eval uati ng subordi nates; a good know edge of grievance handling; a
good know edge of the supervisor's responsibility for EEQ AA as set
forth in the Gty's Affirmative Action Program a good know edge of
safety principles and practices; a general know edge of Gty personnel
rul es, policies and procedures; a general know edge of nenoranda of
understandi ng as they apply to subordi nate personnel .

The ability to coordinate and direct the work of subordi nates;

mai ntain a work environnent to enhance both enpl oyee noral e and
productivity; apply sound supervisory principles; fulfill supervisor's
affirmative action responsibilities as indicated in the Aty's
Affirmati ve Action program analyze situations accurately and adopt an
effective course of action; and prepare and present oral and witten
reports, maintain records, and handl e admnistrative detail.

M ni num Requi renents : Two years of experience in accounting or fiscal
activities at the lIevel of Principal derk.

Physi cal Requirenents : Strength to performaverage lifting of five
pounds and occasionally over fifteen pounds; good speaki ng and hearing
ability; and good eyesight.

Persons with nedical limtations nmay, w th reasonabl e accommodati on,
be capabl e of performng the duties of some of the positions in these
classes. Such determnation nust be nmade 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
accommodation 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. It is not intended to decl are what
all of the duties and responsibilities of any

I ndi vi dual position shall be.



