Accounting Support Unit Supervisor                                                                            Job Code ACV32004

CLASSIFICATION  SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV32004

	Job Class Code:
	001
	Salary Schedule:
	ASRRATECH

	EEO Category:
	06
	Grade:
	16

	Workers Comp Code:
	8803
	
	

	
	
	
	

	Job Code Established:
	11/01/88
	Effective Date:
	11/01/88

	Job Code Revised:
	10/01/98
	Effective Date:
	10/01/98


JOB CODE SERIES:  Accounting Support Unit Series
JOB CODE TITLE:
ACCOUNTING SUPPORT UNIT SUPERVISOR
HRIS TITLE:


ACCTG SUPP UNIT SPV
CHARACTERISTICS OF THE CLASS: Works under general supervision of an administrative or fiscal services manager, exercising discretion and independent judgment within policies and procedures established for the work system.  Authority to interpret policies and regulations, initiate and implement unit procedures and practices, assign work to and evaluate performance of subordinate staff.  Signature authority on designated documents.  Requires concentration and attention to detail, with regular involvement in problem resolution.  May entail frequent viewing of CRT screen.  May require adherence to stringent time deadlines.  May be required to work in a secured area.  Supervises, directly or through subordinate lead workers, staff engaged in a variety of clerical accounting activities, using manual and/or automated systems; plans, organizes and assigns workload; trains and evaluates staff in performance of assigned duties; reviews completed work for quality control; interprets policies and procedures; advises staff on complex technical and procedural issues; gathers, compiles and analyzes fiscal data; writes reports, memoranda and correspondence.

EXAMPLES OF DUTIES: Directs, instructs, explains and counsels subordinate workers in carrying out a variety of tasks.  Devises a schedule of work for subordinates on a periodic basis, within a work unit.  Reviews work products of subordinate workers; evaluates work and formulates plans for improvement.  Resolves problems and questions presented by subordinate workers regarding work methods and processes.  Instructs staff members in proper use of a complex system of methods, procedures, rules or regulations utilized by the work systems.  Gives and receives information requiring considerable judgment and authority regarding current and specific business of the work unit by telephone or direct contact.  Compiles information for and writes periodic reports on activities of a work unit.  Analyzes and evaluates work procedures, methods and rules for a work unit; makes determinations and establishes these in practice.  Inspects work areas in order to perceive or detect problems or other factors affecting work schedule.  As a planning device, gathers data on workload over designated period, then, making adjustments based on calculated estimates, projects same figures for future period.  Trains new workers on the job to perform tasks that will become part of everyday work routine.  Confers with superior, who is at the managerial level, presenting and resolving difficult problems and questions, in some instances dealing with supervisory or unit policy problems, planning actions and making decisions.  Attends work unit staff meetings as chair; directs discussion, explains, listens, guides problem-solving processes, resolves conflicts; participates and leads in decision making.  As first-line supervisor, interviews prospective applications for positions in work unit, recommends personnel action.  As first-line supervisor, initiates disciplinary action against employee for infractions of policy, rules or regulations; interviews employee, confers with superior, fills out and routes appropriate forms.  Attends supervisory staff meetings; gives and receives information, participating in problem solving and decision making.  Performs related work as required.

WORK RESULTS/PRODUCTS: Functioning work unit; trained subordinates; consistent application of regulations and policies; technical advice provided to subordinates; problems resolved; new/revised practices/procedures implemented; written reports, memoranda, correspondence and performance evaluations prepared and submitted.

RESPONSIBILITY: for the timeliness and quality of work products, effectiveness and accuracy of the work unit, effective resolution of complex technical problems.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: Federal and State laws, statutes and regulations pertinent to area of assignment; supervisory principles and practices; governmental accounting practices and procedures; office practices and procedures;  budget and fiscal report preparation; the State's Automated Financial Information System (AFIS); the policies and procedures established for the work system.

Skill in: operate a variety of office machines, e.g., adding machines, calculators, data processing equipment.
Ability to:  apply techniques of work management and leadership; evaluate; make decisions; analyze and interpret fiscal and statistical data; resolve complex technical problems; interpret and apply program policies, procedures, rules and regulations; communicate verbally and in writing; establish and maintain work relationships.

