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			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	LEO-LABOR AND ECON OPPORTUNITY

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Administrative Services

	4. Civil Service Position Code Description
	10. Division

	Accountant-E
	Budget and Finance

	5. Working Title (What the agency calls the position)
	11. Section

	Accountant 9-P11
	Expenditure Operations

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	McGrath, Mary; STATE ADMINISTRATIVE MANAGER-1
	Expenditure Review

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	Vacant; STATE DIVISION ADMINISTRATOR
	2501 Woodlake Cir, Okemos 48864. / Mon-Fri 8:00AM-5:00PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position performs a range of duties including but not limited to:  reviewing and analyzing various ledgers, spreadsheets and reports within the State Integrated Governmental Management Application (SIGMA); analyzing and reviewing transactions posted into SIGMA to ensure proper posting and that they are in compliance with Generally Accepted Accounting Principles and theories (GAAP), Governmental Accounting Standards Board (GASB), Department of Labor and Economic Opportunity (LEO) accounting policies and procedures and the State of Michigan Financial Management Guide (FMG). This position is also responsible for analyzing year-end accounting entries, maintaining databases and control records.   




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	35

	Review and analyze a range of financial records including expenditures, encumbrances, payables, receivables and various balance sheet accounts and transactions to ensure the LEO accounting records and financial statements are correct and in compliance with GAAP and GASB and that the LEO accounting policies and procedures are followed.


	Individual tasks related to the duty:
	
	

	· Research errors by using SIGMA Business Intelligence inquiries and SIGMA reports.
· Identify source of accounting errors and communicate with them to identify issues, resolve any conflicts that may arise and prevent future errors from posting to the accounting records and financial statements by relating the LEO accounting policies and procedures.
· Execute adjustments to the accounting records to correct errors found to bring the financial records into compliance with GAAP and GASB.

	Duty 2

	General Summary:
	Percentage:
	30

	Complete accounting review and analysis to assist in the year-end closing process to ensure the LEO financial statements are correct and in compliance with GAAP and GASB.

	Individual tasks related to the duty:
	
	

	· Review SIGMA accounting reports.
· Review and analyze SIGMA financial closing reports for accounting errors.
· Prepare reports summarizing closing reports listing problem areas which need to be corrected to bring LEO into compliance with GAAP and GASB.
· Maintain and reconcile a thorough and complete range of accounting general ledger and control records including expenditures, encumbrances, payables, receivables and various transactions.
· Research, prepare and execute accounting journal vouchers to correct errors found during reconciling of the financial reports and general ledgers.


	Duty 3

	General Summary:
	Percentage:
	30

	Assist with the oversight, processing and reconciliation of the annual 1099 form issuance to vendors, department-wide purchasing card transactions and interagency billings.


	Individual tasks related to the duty:
	
	

	· Assist vendors with 1099 reprint and address correction inquiries.
· Assist department purchasing card holders with inquiries, error and coding corrections.
· Track and monitor trends with purchasing card issues and implement resolutions as needed.
· Research, process and monitor interagency billings for the department.


	Duty 4

	General Summary:
	Percentage:
	5

	Other duties as assigned.


	Individual tasks related to the duty:
	
	

	· Perform tasks as assigned by management. 










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		· Identify accounting classification and/or coding errors and process correcting entries in SIGMA; select the appropriate accounting transaction codes to ensure the general ledgers accurately reflect the financial status of the department.
· Document processing decisions in SIGMA, including resolution of any errors to ensure prompt payments to grantees.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		17. Describe the types of decisions that require the supervisor's review. 




	
	

		Journal entries which are more complex or create budgetary concerns and decisions which would have a department- wide impact require supervisor review.   







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		Environmental conditions are typical of an office setting.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Yes.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		This position performs a range of duties including but not limited to:  reviewing and analyzing various ledgers, spreadsheets and reports within the State Integrated Governmental Management Application (SIGMA); analyzing and reviewing transactions posted into SIGMA to ensure proper posting and that they are in compliance with Generally Accepted Accounting Principles and theories (GAAP), Governmental Accounting Standards Board (GASB), Michigan Department of Labor and Economic Opportunity (MDLEO) accounting policies and procedures and the State of Michigan Financial Management Guide (FMG). This position is also responsible for analyzing year-end accounting entries, maintaining databases and control records.   







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		Updated management and address.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The Expenditure Review unit is responsible for processing multiple types of accounting transactions for customers.  This area is responsible for daily written and oral communication with customers.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor's degree with at least 24 semester (36 term) credits in accounting.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Accountant 9
No specific type or amount is required.

Accountant 10
One year of professional experience performing or auditing the systematic classification and evaluation of accounting data and the preparation of related financial and managerial reports equivalent to an Accountant 9 or Auditor 9.

Accountant P11
Two years of professional experience performing or auditing the systematic classification and evaluation of accounting data and the preparation of related financial and managerial reports, including one year equivalent to an Accountant 10, Auditor 10, or Assistant Auditor General 10.

Alternate Education and Experience

Accountant 9 - 12
Possession of a Certified Management Accountant certification (CMA) may be substituted for six months of Accountant P11 experience.

OR

Possession of a Certified Public Accountant certification (CPA) may be substituted for one year of Accountant experience.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Knowledge of accounting principles and accounting operations in a State government or accounting office.
· Ability to communicate with others, both verbally and in writing.
· Ability to analyze financial data and utilize a computer.
· Knowledge of Generally Accepted Accounting Principles (GAAP), Governmental Accounting Standards Board (GASB) and MDLEO accounting policies and procedures.





	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None.




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		None.



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		KELLY FOREN



	
		12/20/2019



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



