5-16-90 FI SCAL SYSTEMs SPEC ALI ST, 1555

Summary of Duties : Coordinates the conputer based financial systens
of the Controller's Ofice and other Gty departnments with supportive
data processing activities of the Information Services Departnent;
conducts ongoi ng and periodic reviews of conputer based financial and
other systens of the Gty; under direction, enforces Gty-w de
standards for data security and internal control safeguards; or plans,
organi zes and directs the work of enpl oyees engaged in such
activities; applies sound supervisory principles and techni ques in
bui I ding and naintaining an effective work force; fulfills affirmative
action responsibilities; and does rel ated work.

D stinguishing Features : A Fiscal Systens Specialist is distinguished
fromother accounting, auditing or data processing classes by the fact
that a conprehensi ve know edge of both data processing and accounti ng

or auditing is required. The Fiscal Systens Specialist naintains
surveil l ance of all conputer-based fiscal systens in the Ofice of the
Controller and Gty departnments to insure internal control,
accountability and protection of cash and ot her assets.

Exanpl e of Duties : Studies and eval uates reports supporting new
financial systens; determnes the need for new systens, changes or
updati ng of existing systens, and devel ops and revi ses net hods,
procedures, control forns and i nput data to establish an adequate
systemof internal audit control; audits financial systens such as the
Fi nanci al Managenent |nformati on System bond redenption and interest,
retirenment, payroll, mleage, check reconciliation, and revenue,
directs or assists in drafting or revising data processi ng procedures,
and assi sts in devel opi ng personal conputer support applications to

i nprove the useful ness of data processed Gty departnents; trains
others to use and interpret systens reports, to nonitor systens and to
gat her and test information;

Revi ews i nput and output data for accuracy and conpl et eness; devel ops
new systens; recomrends program nodifications; assists in debuggi ng
prograns; establishes control totals and verifies their accuracy;
coordi nates the conversion to a new system whi ch may i ncl ude
conducting classes, witing user manual s and procedures; nay supervise
others in performng this type of work; communicates equa

enpl oynent/affirmative action information to enpl oyees; applies job-
related criteria in selecting, orienting, assigning, training,

counsel ing, evaluating, and disciplining subordi nates; assists

enpl oyees in preparing for pronotion as described inthe Gty's
Affirmati ve Action Program and may occasional ly be assigned to other
duties for training purposes or to neet technol ogi cal changes or

emner genci es.

Qualifications : A good know edge of the theory and practice of
governnental accounting; a good know edge of accounting systens,
systens analysis and financial admnistration as they relate to the
Gty of Los Angeles; a good know edge of the uses and capabilities of




el ectroni c data processing and peri pheral equi pnent; a good know edge
of the laws and regul ati ons governing the financial admnistration of
the Aty; a good know edge of sound supervisory principles and

practi ces including planning, delegating and controlling the work of
subordinates; training, instructing and eval uati ng subordi nat es

perfor mance; counsel ling, disciplining, notivating subordinates; and
gri evance handling; a good know edge of the supervisor's
responsibility for Equal Enpl oyee Qoportunity/ Affirmative Action as
set forthinthe Gty's Affirmative Action Program a good know edge
of safety principles and practices; a general know edge of Gty
personnel rules, policies and procedures; a general know edge of

menor anda of understanding as they apply to subordi nate personnel; the
ability to maintain a work environnent to enhance both enpl oyee noral e
and productivity; the ability to apply sound supervisory principles;
the ability to fulfill supervisor's affirmative action
responsibilities as indicated in the Qty's Affirmative Action
program the ability to plan, organize and direct a conprehensive data
processi ng systemanalysis; the ability to outline and prepare various
types of financial reports; and the ability to anal yze accounting
systens of independent Gty departnents and to reconmmend necessary
changes consi stent with sound accounting practi ce.

M ni nrum Requi r enent s: Ei t her

1. Three years of experience in accounting or financial auditing in
a class at least at the |level of Senior Accountant; and

a) Two years experience in analysis, design, and devel opnent of
conput er - based financi al systens, or

b) Successful conpletion of 12 semester or 18 auarter units in
system desi gn and anal ysis or data processing froma
recogni zed four-year college or university for each year
lacking in requirement 1.a). O

2. Three years of experience in systens anal ysis desi gn, devel opment
or data processing in a class at least at the | evel of Systens
Anal yst; and

a) One year of professional experience in accounting or
financial auditing; or

b) Successful conpletion of a total of 12 senmester or 18 quarter
units in acccounting or auditing froma recognized four-year
coll ege or university.

Appointrment to a position in this class is subject to a one-year
probationary period as provided by Section 109 of the Gty Charter.

License: Awvalid California driver's license is required.

Physical Requirenent : Strength to performaverage lifting of five




pounds and occasionally over fifteen pounds; good speaki ng and hearing
ability; and good eyesight.

Persons with nedical limtations nmay, w th reasonabl e accommodati on,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodation to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
position shall be.



