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CH EF DEMAND AUDI TOR, 1180

Summary of Duti es: Directs a group of professional and clerica
accounting enpl oyees auditing denmands for paynent of Gty funds by
exam ni ng, anal yzing and verifying docunentation for accuracy of
anmount s, proper authorization and legality of paynment for al
departnents of the Gty and does rel ated worKk.

D sti ngui shi ng Feat ures: The Chief Demand Auditor is responsible to
the Controller for one phase of the overall accounting program that
of verifying all denmands for paynent drawn agai nst the funds of
departnents of the Gty governnent. Several thousand denmands are
processed each nonth and represent expenditures that anmount to
mllions of dollars annually.

An enpl oyee of this class directs, through subordinate supervisors, a
group of enployees in the performance of the work and personal |y nmakes
a final verification of conplex demands as to the correctness of
anmount, proper authorization, and the legality of paynent. The
Control |l er places considerable responsibility in the Chief Demand
Auditor since it is not feasible for the Controller or Deputy
Controllers to make a detail ed check of the work. This class is

di stingui shed fromthe class of Senior Accountant in that a Chief
Demand Auditor does not personally performtechnical accounting work
i nvol ving account classification. The work of this class is

di stingui shed fromthat of Senior Auditor in that it requires a
speci al know edge of pertinent Gty Charter provisions, ordinances,
rules, regulations, court decisions and Gty Attorney opinions
regardi ng the disbursenent of Gty funds.

Exanpl es of Duties: Drects a group of enpl oyees engaged in the
audi ting of demands for correctness of anmounts, proper authorization,
signatures, and legality of paynent; reviews audited demands and
approves themfor paynent.

Drects or personally perforns the audit of demands on all
construction contracts and personal services contracts and supervi ses
the audit of contracts for materials and supplies; audits or

supervi ses the audit of denmands on all grant contracts; responds to
vendor/contractor conplaints; maintains or supervises the maintenance
of records on all Gty contracts; contacts departnents for adjustnent
of inconsistencies or errors found concerni ng denmands and advi ses them
relative to the processing of demands; maintains records of sales tax
and of use tax due to the State Board of Equalization on purchases
fromout of state vendors who do not have permts; naintains records
of paynent on all personal services contracts prepares forns and
reports to thelnternal Revenue Service; audits demands on al
interdepartnmental orders; maintains controls on denands agai nst
subpur chase orders.

Personal | y advi ses chief or |ead accounting enpl oyees in operating
departnents, the Gty Attorney and the Gty Admnistrative (ficer on



the content (terns and conditions) of the paynment section of

contracts; personally reviews departnental accounts payabl e procedures
and directs nodifications as needed to conply with Gty Charter and
Adm ni strative Code nandates and to conformw th Controller's
procedures; serves as expert procedural advisor to the technical staff
responsi bl e for the Fi nancial Mnagenent |Information System (FMYS).

Requests repl acenent and addi ti onal personnel and nakes assignnents in
accordance with the division's work | oad; approves tinme reports for
the division and arranges vacati on and overtinme schedul es; resol ves
personnel problens within the division; eval uates enpl oyees'
performance and nmay occasionally be assigned other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qualifications: A good know edge of the Gty Charter provisions,
ordi nances, other rules and regul ations, court decisions and Gty
Attorney opinions relating to the expenditure of Gty funds; a good
knowl edge of the accounting systemand financial structure of the
Aty; a good know edge of auditing procedures to examne, verify and
anal yze financial docunents and of the standards of Internal Auditing
(Institute of Internal Auditing) and Generally Accepted Auditing
Standards (Institute of Certified Public Accountants); a good

knowl edge of the theory and practice of governmental accounting and
CGeneral ly Accepted Accounting Principles as they relate to the

audi ting of denmands; a good know edge of office practices and
procedures, particularly as they relate to the naintenance of
financial records; a good know edge of related accounting conputer
applications with an acceptable level of skill in their use; a good
know edge of safety principles and practices; a working know edge of
the laws and regul ations related to equal enpl oynent opportunity and
affirmative action; a general know edge of the organization and
functions of Gty governnent; a general know edge of Gty personne
rul es, policies and procedures; a general know edge of nenoranda of
understandi ng as they relate to subordi nate enpl oyees.

The ability to plan, organize, direct, coordinate and control a group
of professional and clerical enployees performng demand auditing
functions; the ability to anal yze and verify denmands for payment under
terns of conplex contracts; the ability to understand, use and expl ain
conpl ex legal provisions relating to the disbursement of Gty funds;
the ability to operate a cal cul ati ng machi ne and nake rapid, accurate
conputations; and the ability to deal tactfully and effectively with
departnental admnistrative personnel, contractors, vendors, and
subor di nat e enpl oyees.

Two years of full-tinme paid professional experience in a class at

| east at the |l evel of Senior Accountant supervising auditing or
accounts payable functions for the Gty of Los Angel es.

License: Awvalid California driver's license nmay be required for this
cl ass.

Physi cal Requirenents: Strength to performaverage lifting up to five




pounds and occasionally over fifteen pounds; good speaki ng and hearing
ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Coommssion Rule 2.5 and
Section 4.55 of the Admnistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not
intended to declare what the duties and responsibilities of
any position shall be.
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