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	POSITION:  STAFF Administrative analyst (AS) (Permanent/Full time) (Designated E48)

(Associate Administrative Analyst (AS) may be considered for recruitment purposes.  Designated E97)
         

	SALARY RANGE:  $5,079-$6,127   
(Associate Administrative Analyst $4,619-5,616)

	DUTIES:  

The position is in the CALSTARS Client Support and Training Unit and provides assistance to CALSTARS departments on-site and through the CALSTARS Hotline; conducts formal classroom training for department staff, develops training lesson plans and related training materials; assists CALSTARS agencies in accounting operations, and participates or leads system enhancement projects.  The position also develops accounting and operational policies and processes, prepares CALSTARS Operations Memos and documentation on new or revised accounting procedures, and reviews BCPs and FSRs.

 

	DESIRABLE QUALIFICATIONS:  

· Excellent oral and written communication skills

· Good analytical and interpersonal skills

· Good independent judgment, initiative, and creativity

· Ability to plan, organize, and prioritize workload

· Understand CALSTARS functions and capabilities and experience in applying them

· Knowledge and experience in departmental accounting procedures and requirements

· Knowledge of State Controller’s Office accounting policies and procedures

· Understand accounting requirements in State Administrative Manual and Uniform Codes Manual



	FINAL FILING DATE:
February 29, 2012 

	

	WHO MAY APPLY:


	Current State employees at the Staff or Associate Administrative Analyst (AS) levels or Accounting Administrator I levels, those within transfer range, or individuals who have list eligibility.  Training and Development assignments may also be considered.   

	

	SEND APPLICATION/RESUME TO:  
	

	Jeniffer Felisilda
	
	

	Department of Finance, CALSTARS
	Telephone:
	(916) 445-0211 Ext. 2804

	915 L Street, 7th Floor

Sacramento, CA  95814
	TDD*:
	(916) 324-6547

	


APPLICATIONS WILL BE SCREENED AND ONLY THE MOST QUALIFIED WILL BE SCHEDULED FOR INTERVIEWS.  ALL APPOINTMENTS ARE SUBJECT TO APPLICABLE PERSONNEL RULES.

Pursuant to Government Code 11019.9 and Management Memo 00-14, the Department of Finance maintains a permanent privacy policy in adherence with the Information Practices Act of 1997.  The Finance Privacy Policy is posted on the Department’s website at www.dof.ca.gov

California relay (telephone) service for the deaf and hearing impaired

From TDD* phones:  (800) 735-2929 From Voice phones:  (800) 735-2922

*TDD is a telecommunication device for the deaf and is accessible only through phones equipped with a TDD device.

Issue Date:
  February 16, 2012
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