Sacramento Regional Transit District iy

Title: Manager, Accounting
FLSA Status: Exempt

BRIEF DESCRIPTION:

The purpose of this position is to identify, esisitnl and execute department plans and policies
and ensure compliance with financial statementirements and Generally Accepted
Accounting Principles (GAAP). This is accomplisi®doverseeing and managing the
accounting and treasury operations such as Accéaysble, Receivable, Payroll and Fixed
Assets, and Pension Funds, and training staffe@lit these functions.

ESSENTIAL FUNCTIONS:

Note: This information is intended to be descviptbf the key responsibilities of the position. eTitst of essential
functions below does not identify all duties penfied by any single incumbent in this position. Audially, please
be aware of the legend below when referring toptingsical demands of each essential function.

(S) Sedentary| (L) Light (M) Medium (H) Heavy (V) Very Heavy
Exerting up to 10 Ibs. Exerting up to 20 Ibs. Exerting 20-50 Ibs. Exerting 50-100 Ibs. Exerting over 100 Ibs.
occasionally or negligible occasionally; 10 Ibs. occasionally; 10-25 Ibs. | occasionally; 10-25 Ibs.| occasionally; 50-100 Ibs.
weights frequently; sitting frequently; or negligible frequently; or up to 10 Ibs| frequently; or up to 10-2Q frequently; or up to 20-50
most of the time. amounts constantly; OR constantly. Ibs. constantly. Ibs. constantly.

requires walking or standing
to a significant degree.

1 L Manages and supervises staff by reviewing daily desvs and 35%
reconciliations, analyzing financial data, resofyivarious daily
issues by providing staff guidance, and resolvirgyspnnel
grievances by working with union representativesanie
accounting operations. Conduct transactional adooynto
include accounts payable and receivable and paybalelop,
monitor, and review complex financial calculaticarsd reports.
Perform month-end reconciliations including accsuptyable
and receivable analysis, capital expense procespmogurement
card, payroll and benefits, and associated gemnedgler entries.
Oversee accounting/fiscal service delivery to Dostr
departments/programs.  Establish  financial controlsnd
accounting systems for new programs/functions. deerfdaily
reviews of expenses and posting to the generaletedgake
recommendations for corrections or budget transfetsen
needed. Maintain data files. Perform related dwgeassigned.

2 S Reviews issue papers for pension plans and fulmdures 10%
investment policies and financials information cdiamce is
achieved. Educates and responds to board mentperi@s.

3 S Conducts and coordinates staff process imprewesirategies by 10%
performing gap analysis of failed processes anaticrg new
processes for changes in business requiremengparer
forecasts, projections, trends, revenue and cadyses. Prepare
department expense trend analysis. Reconcile ap¢laopositions
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to the Board approved position control list. Prepdatabases to
house data for report generation. Analyze Distalbbr and fringe
expenses to forecast future expenses annuallyaRr&ward and
committee presentations. Review ERMS FMEQ reporting
functions for each department/division or genezdber account.
Analyze trend and variance information from the ERB/stem.
Monitor anomalies with expenses or revenues. Pedjp@ancial
reports for division and department heads. Anatgta and make
recommendations for solutions. Review monthly ofiega
expenditure reports. Perform daily reviews of exgesnand
posting to the general ledger. Maintain data fitebe used for
future. Perform related duties as assigned.

4 L Performs management related functions by piongifinancial 15%
information to various boards and committees, etiuga
executive and senior leadership on financial issunelspossible
resolutions, preparing proposals, and completitajed assigned
tasks.

5 L Prepares and reviews financial informationdgternal auditors 20%
and maintains relationships with various exteriganeies by
preparing and reviewing the Comprehensive Annuaamcial
Report (CAFR), ensuring compliance with GAAP aniginal
controls, and coordinating planning, and supporéxigrnal
audits to ensure completion of audits and revieRestforms
technical accounting research for complex issues.

6 S Daily planning, administration, and managenoémteasury 10%
operations including cash management, banking, delit
investments ensuring operational compliance witaldished
District guidelines. Maintain District investmentligy to ensure
compliance with federal, state and local rulesulatipns, and
guidelines. Maintain external relationships witmks, brokers,
and various investment product specialists. Upttaeistrict's
investment policy annually identifying appropriatew
investment opportunities and considerations. Peri@lated
duties as assigned.
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JOB REQUIREMENTS:

-Description of Minimum Job Requirements-

Formal Education

Work requires broad knowledge gemeral professional or technical
field. Knowledge is normally acquired through f@¢dy years of an
accredited college or university resulting in a Bzlor's degree or
equivalent in Accounting, Finance, Business Adntiatgon, Public
Administration or a closely related field.

Substitution of experience for the required edweais not accepted.

Experience

A minimum of five (5) years of profesgbaccounting experience,
including two (2) years of supervisory experient@am accounting
department.

Supervision

Work requires supervising and monigperformance for a regular
group of employees or department including pro\gdimput on
hiring/disciplinary actions and work objectivesfestiveness,
performance evaluations, and realigning work asleée

Human
Collaboration Skills

Decisions regarding implementation of policies haymade. Contact
may involve support of controversial positions e hegotiation of
sensitive issues or important presentations. Ctsitaay involve
stressful, negative interactions with the publiguieing high levels of
tact and the ability to respond to aggressive paesonal interactions.

Freedom to Act

The employee normally performs teljy following established
standard operating procedures and/or policies.reTisea choice of the
appropriate procedure or policy to apply to dutiBgrformance
reviewed periodically.

Technical Skills

Advanced: Work requires advandelissand knowledge in approaches
and systems, which affect the design and implenientaf major
programs and/or processes organization-wide. Intbgre judgment and
decision-making abilities are necessary to appiinecal skills
effectively.

Budget
Responsibility

Position has major fiscal responsibility. Is rasgible for department-
wide financial decisions. Assures that appropriateages exist between
budget requests and departmental goals and olgsctiMonitors budget
plan, and adjusts as necessary.

Reading

Advanced - Ability to read literature, bepkeviews, scientific or
technical journals, abstracts, financial repontsl/ar legal documents.
Ordinarily, such education is obtained in at thikeg® level or above.
However, it may be obtained from experience antistetly.

Math

Advanced - Ability to apply fundamental contsepf theories; work with
advanced mathematical operations methods and dunsctif real and
complex variables. Ordinarily, such educationbsamed in at the
college level or above. However, it may be obtdiftem experience
and self-study.

Writing

Advanced - Ability to write editorials, jonals, speeches, manuals, or
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critiques. Ordinarily, such education is obtainedt the college level or
above. However, it may be obtained from experiemzkself-study.

Certification & A Certified Public Accountant license in the StateCalifornia is
Other Requirementspreferred, but not required.

KNOWLEDGE

» Various professional accounting standards, sucbemerally Accepted Accountin
and Auditing Principles (GAAP), Governmental Accting Standards Board
(GASB), and Financial Accounting Standards BoariSB).

» Accounting procedures for various types of fursilsh as Enterprise Funds and
pension funds.

* Financial administration, including budgeting,a@ntial reporting, information
systems, and procurement.

* Accounting activities, such as cash receipts, tgodimg, and accounts
payable/receivable.

» Federal and state wage-hour laws and taxable @mgxeable compensation.

* Principles and practices of management and sigervi

» Taxation issues common to accounts payable.

» State and federal requirements impacting accquaptable 1099 Reporting.

» Data extraction and compilation software.

» Principles and practices of supervision, leadershientoring, and conflict
resolution.

» Cost accounting principles and grantor restridticglated to cost allocations.
Principles and techniques of software and systpmaity assurance and
development cycle

» Leadership practices, conflict resolution, and ragng principles.

* Managerial accounting and financial practices asl@tes to public agencies.

» Accounting, finance, legal, and budgeting/forecagprocesses.

* Financial markets and global economic climate.

» Supervisory and management methods, general basinence, accounting, and
governmental funding principles.

(=]

SKILLS

e Advanced word processing, spreadsheet, presentattdatabase software.
» Specialized software related to functional area.
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ABILITIES

* Analyze postings of capital project expenditures.

*  Work on multiple projects that have conflictingadénes.

* Write clear and concise memos, reports and caoremce.

* Make effective presentations of conclusions awdmemendations, orally and in
writing.

» Assist, train, and cooperate with accounting amataccounting staff in preparatio
of accounting records and reports.

* Provide effective supervision or lead directiorckerical and technical staff.

» Effectively plan, initiate, and supervise compéecounting projects and activities.

» Determine reasons for payroll system failures arwbunts payable system reject

» Access industry and market standards and benclsmark

» Communicate effective, both orally and in writing.

» Learn the District's standard report data elemantsrelationships.

* Learn the District's standard operating policied procedures.

* Learn systems, available reports, and procedunr@sreethods for testing business
functions.

* Prepare monthly journal entries and balance gleeenciliations.

* Prepare fluctuation analysis for various revemug @pense accounts.

» Prepare financial schedules that will be usedifatited financial statements and
other external reports.

» Establish effective working relationships.

» Deal with difficult people and situations.

» Organize information clearly and precisely.

» Coordinate and work with other departments.

» Coordinate the timing of projects.

» Supervise and manage staff.

* Think critically and solve problems.

=]
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OVERALL PHYSICAL STRENGTH DEMANDS:
-Physical strength for this position is indicateddow with “X"-
Sedentary Light-X Medium Heavy Very Heavy

Exerting up to 10 Ibs.
occasionally or negligible]
weights frequently;
sitting most of the time.

Exerting up to 20 Ibs.
occasionally, 10 Ibs.
frequently, or negligible
amounts constantly OR
requires walking or standing
to a significant degree.

Exerting 20-50 Ibs.
occasionally, 10-25 Ibs.
frequently, or up to 10

Ibs. constantly.

Exerting 50-100 Ibs.
occasionally, 10-25 Ibs.
frequently, or up to 10-2¢
Ibs. constantly.

Exerting over 100 Ibs.
occasionally, 50-100 Ibs.
frequently, or up to 20-50

Ibs. constantly.

PHYSICAL DEMANDS:

C F
Continuously Frequently
2/3 or more of the time. From 1/3 to 2/3 of the time.

O
Occasionally

Up to 1/3 of the time.

R
Rarely

Less than 1 hour per week

N
Never

Never occurs.

Note: This is intended as a description of the tayjob is currently performed. It does not addréne potential

for accommodation.

-Physical Demand- -Frequency- -Brief Description-

Standing @] Making presentations; observing workedgycommunicating
with co-workers

Sitting @) Desk work

Walking F To other departments/offices; around wsit&

Lifting R Supplies; files

Carrying R Supplies; files

Pushing/Pulling R File drawers

Reaching O] For supplies; files

Handling O] Paperwork; monies

Fine Dexterity F Computer keyboard; telephone kdypa

Kneeling N

Crouching N

Crawling N

Bending R Filing in lower drawers; retrieving itefinsm lower
shelves/ground

Twisting R From computer to telephone

Climbing R Stairs

Balancing N

Vision F Reading; computer screen; observing wiek s

Hearing ®) Communicating via telephone/radio, tavaskers/public

Talking O] Communicating via telephone/radio, tovearkers/public

Foot Controls R Driving

Other

(specified if applicable)

MACHINES, TOOLS, EQUIPMENT, SOFTWARE, AND HARDWARE:

SAP, Access, Word, PowerPoint, Excel, and compandrassociated hardware and software.
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- i = F
ENVIRONMENTAL FACTORS:
C F O R N D W M S N
Continuously | Frequently | Occasionally Rarely Never Daily Several Several Seasonally Never
Times Per Times Per
Week Month
-Health and Safety Factors- -Environmental Faetors

Mechanical Hazards N Respiratory Hazards

Chemical Hazards N Extreme Temperatures

Electrical Hazards N Noise and Vibration N
Fire Hazards N Wetness/Humidity N
Explosives N Physical Hazards N
Communicable Diseases N

Physical Danger or Abuse N

Other (see 1 below) N

(1) N/A

PROTECTIVE EQUIPMENT REQUIRED\one noted.

NON-PHYSICAL DEMANDS:

F @) R N
Frequently Occasionally Rarely Never
From 1/3 to 2/3 of the time Up to 1/3 of the time Less than 1 hour per week Never occurs
-Description of Non-Physical Demands- -Frequency-

Time Pressure F
Emergency Situation R
Frequent Change of Tasks F
Irregular Work Schedule/Overtime O
Performing Multiple Tasks Simultaneously F
Working Closely with Others as Part of a Team F
Tedious or Exacting Work F
Noisy/Distracting Environment R
Other (see 2 below) N

(2) N/A

PRIMARY WORK LOCATION:

Office Environment X Vehicle
Warehouse Outdoors
Shop Other (see 3 below)

Recreation/Neighborhood Center

(3)N/A

The above statements are intended to describeetterg nature and level of work being performednaviduals
assigned to this position. They are not intendetid an exhaustive list of all responsibilitiestiels; and skills
required. This description is subject to modificatas the needs and requirements of the positiange.
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