Fiscal Service Specialist II                                Job Code ACV76202


CLASSIFICATION SPECIFICATION
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JOB CODE SERIES:
Fiscal Services Specialist Series

JOB CODE TITLE:     FISCAL SERVICES SPECIALIST II        

HRIS TITLE:

FIS SVCS SPCT II
PRIVATE 
WORK DESCRIPTION: Maintains a fiscal services system for a small agency or of a technically routine segment of an agency's fiscal management section; frequently supervises one or more accounting clerks.

WORK ACTIVITIES:
devises a schedule of work or itinerary, agenda or timetable, or establishes priorities for self and subordinate-level workers on a daily or weekly basis.  Resolves technical or work procedure problems and questions presented by subordinate-level workers.  Compares two or more forms, lists, columns, or aggregations of figures, using visual observation and adding machine, and totals both sets of figures, noting discrepancies and rechecking own work for errors.

Visually examines and verifies such fiscal transactions as billing and invoice, payments, or payroll, by spot-check or by thorough examination in comparison with validated records.

Reviews fiscal documents (budget revisions, transfers, vouchers, encumbrances) and verifies for accuracy, timeliness and proper preparation (correct distribution code, sequence numbers).

Maintains ledger accounts for all transactions (including vouchers, transfers, requisitions, budget revisions) on an on-going basis.

Makes entries to and revisions of agency accounts (example:  budget revisions, transfers of funds, carry-over and encumbrances).  

Instructs, guides and counsels subordinate-level workers in carrying out a variety of tasks.

Gathers and compiles data and writes detailed reports summarizing financial transactions and status of accounts for a given period.

Reviews, verifies or inspects work of subordinate-level workers, for quality control.

Gathers data, documents and writes a periodic cash flow report and balance sheet.

Reviews work products or achievements of subordinate workers; evaluates work and formulates plans for improvement.

Composes correspondence dealing with subject matter in ways that call for considerable discretion and involve some judgement or negotiation, replying to inquiries, presenting and requesting information.

Attends supervisory or work system management staff meetings; gives and receives information, participates in problem-solving and decision-making.

Performs related work as required.
WORK CONDITIONS: No unusual work conditions.

SUPERVISION: No established standards for this class.

WORK RESULTS/PRODUCTS: Records of financial activities of an agency or segment of an accounting system; collections of data to be used for budget purposes or financial statements.

RESPONSIBILITY: Timeliness, accuracy and quality of work products.

AUTHORITY: May have signature authority for travel claims and limited expenditures.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of: Knowledge of the principles, concepts, practices, methods and techniques of government accounting and fiscal management; rules and regulations established for the work system or agency; methods and techniques of data processing as it relates to accounting practices.  

Skill/Ability in: Skill in work management and work leadership; analysis and interpretation of financial data; work techniques required in maintaining accounting records through automated accounting systems; oral and written communications.

SPECIAL SELECTION FACTORS: One year governmental accounting experience equivalent to a Fiscal Services Specialist I; OR completion of at least 12 semester hours of accounting and one year professional level accounting experience; OR a Bachelor's degree with a major in accounting.

