Gavilan Joint Community College District June 2022

FISCAL ANALYST
DEFINITION:

Under general direction, to perform advanced professional accounting work in the preparation and
maintenance of College accounting procedures and records; to provide lead supervision to business
services staff; and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS:

This is the advanced level in the professional accounting series. In addition to the full scope of
professional accounting duties, positions at this level participate in the development and
implementation of new standards and requirements and perform the more advanced and complex
professional accounting duties. Under direction of the Supervisor, Budget and Accounting, the
position is responsible for monitoring the college budget and business operations with established
standards and practices, as well as for implementing processes designed to account for the
expenditure, control, compliance in the use of, and audit of college funds. This class is
distinguished from Supervisor, Budget, and Accounts in that the latter has managerial
responsibility for accounting and fiscal services.

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however,
employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job
title.

e Provides lead supervision to other accounting staff; provides assistance and training;
supervises the business services staff in the absence of the Supervisor, Budget and
Accounts;

e Assists departments with their budgets, reporting requirements and use of accounting
software; assists in preparation of tentative and adopted budgets;

e Manages operational budgets for the district

e Assists management in preparing and examining budgets, budget variances, and reports
of historical trends;

e Assists management in preparing tentative and adopted budget documents for the
District;
e Reviews and analyzes budgets for over expenditures and lack of revenue;

e Assists in the implementation of new accounting standards and requirements; installs
new accounting systems and procedures and instructs others on their use;

e Maintains the automated collection system, analyses monthly reports, prepares and
presents semi-annual reports;

e Conducts internal audits and assists with field audits on an assigned basis; audits each
payroll; corrects posting errors and distributes payroll to the General Ledger; processes
payroll in the absence of the payroll officer;

e Reviews accounting documents to ensure accuracy of information and calculations and
makes correcting entries;

e Examines supporting documentation to establish proper authorization and conformance
with agreements, contracts, and state and federal regulations;

e Prepares and maintains control and subsidiary accounting records involving a variety of
transactions and accounts;

e Prepares trial balances and financial reports;



e Prepares journal entries and periodic reconciliations of general ledger, journal,
subsidiary accounts, credit card and bank statements;

e Compiles and prepares financial statements, general and subsidiary ledgers and
supporting schedules;

e Maintains check management system, reconciles cash held by the college to pooled cash
held by the county controller; prepares cash transfers and loans between funds;

e Maintains and updates asset records; calculates and records capitalization of
expenditures and deletion of fixed assets; calculates depreciation expense; prepares
payments and maintains records on lease-purchase equipment;

e Prepares grant accounting and prepares required financial reports;

e Maintains complete accounting record keeping on state, county, and other funding
sources; Performs cost and rate studies and analyzes cost factors.

MINIMUM QUALIFICATIONS:

Knowledge of:
e Principles and practices of public sector accounting in a college

setting.
e Fundamental concepts and basic methods of internal auditing.
e Systems and methods of budget development, tracking and monitoring.
e Accounting systems and procedures; GAAP; GASB.

Skill in:
e Preparing and analyzing complex financial documents.
e Skill in complex data research, analysis, and reporting.
e Reading, interpreting, and applying complex accounting codes and regulations.
e Establishing and maintaining effective working relationships with those contacted in the
course of the work.
e Working with advanced spreadsheet features and word processing software.
e Extracting and analyzing data from accounting system.
e Exercising sound independent judgment within established guidelines.

Other Requirements:

ILLUSTRATIVE EDUCATION AND EXPERIENCE: A typical way to obtain the above knowledge

and skill is a combination of education and experience equivalent to:

Equivalent to graduation from a four-year college or university with 15 units in accounting,
finance, business administration, or a closely related field and six years of professional
accounting experience, preferably in a public agency or education setting.

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:

This classification requires attention to detail; multi-tasking; work under deadline pressures; visual
comparison; detailed mathematical and other data analysis to draw conclusions; public speaking
to small and large groups; patience, tact, flexibility, adaptability; and manual dexterity; in order to
perform the essential functions. This work is performed indoors in a typical office environment.
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