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or assistance attending an interview 
please call (916) 323-8579. 
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BOARD OF STATE AND 
COMMUNITY CORRECTIONS 

The Board of State and Community Corrections provides statewide leadership, 
coordination, and technical assistance to promote effective state and local efforts and 
partnerships in California's adult and juvenile criminal justice system, including providing 
technical assistance and coordination to local governments related to realignment. 
 
Applications will be screened and only the most qualified will be interviewed. Application 
must include “to” and “from” employment dates (m/d/y), hours per week, and prior 
employer contact information including contact number.  Applications received without 
this information may not be considered for this position. 
 
All types of appointments will be considered, including but not limited to, T&D 
Appointments. 
  
The selected candidate considered for the advertised position will be required to 
undergo a fingerprint clearance and any offer of employment will be contingent upon live 
scan fingerprint results.   
 
Scope of Position: 
Under the direction of the Fiscal Officer, an Accounting Administrator II, the Senior 
Accounting Officer (Specialist) (SAO), is responsible for the Board of State and 
Community Corrections (BSCC) Accounting & FI$Cal operations. As the SAO, the 
incumbent is responsible for the performance of professional accounting duties. The 
incumbent will recommend changes or alternatives that result in effective solutions to 
any financial issue that may arise. 
 
Duties and Responsibilities: 
(Candidates must perform the following functions with or without reasonable 
accommodations.) 
 

• Responsible for the coordination, development, analysis, and maintenance of 
financial records related to the billing and payments for the BSCC. Prepare 
monthly reconciliation of the Department’s appropriation and fund balances in 
the Financial Information System for California (FI$Cal) for multiple funds; 
perform complex accounting analysis to determine resolution of reconciling 
items, ensure necessary corrections are recorded timely. Perform complex 
technical, professional accounting responsibilities related to the establishment, 
maintenance and reporting of accounting records, such as establishing new 
accounts, monitoring fund balances, analysis of the more complex journal 
entries, reviewing financial statements. 

 

• Audit invoices for completeness and accuracy to ensure charges are legitimate 
and properly authorized prior to finalizing data in FI$Cal in accordance with the 
California Prompt Payment Act, the State Administrative Manual, Uniform 
Codes Manual, other control agency requirements, and federal and 
departmental guidelines. Resolve payment and vendor problems related to 
invoices from vendors and department employees, such as abatements, claim 
corrections; prepare and mail vendor dispute forms and correction letters to 
vendors.   

 

• Serve as backup to the BSCC travel coordinator. Assist with the travel program 
and ensure payment of claims. Prepare materials and provide training to BSCC 
staff on statewide travel rules and BSCC policies and procedures. Audit travel 
expense claims, process travel advances, and establishes profiles FI$Cal, in 

Position: (6814) 
Senior Accounting Officer 
(Specialist) 
 

Position #: 
917-190-4567-001 
 

Salary Range: 
$4975 - $6228 
 

Issue Date: 
October 25, 2018 
 

Contact: 
Elizabeth Stevenson-White 
(916) 341-6891 
Elizabeth.Stevenson-
White@bscc.ca.gov 
 

Location: 
Board of State and  
Community Corrections 
2590 Venture Oaks Way, Ste. 200 
Sacramento, CA 95833 
 

Final Filing Date: 
November 7, 2018 

Individuals who are currently in this 
classification; eligible for lateral transfer; 
or reachable on a certification list may 
apply.   

For permanent positions, SROA and 
surplus candidates should attach 
“surplus letters” to their application. 
 Failure to do so may result in your 
application not being considered. 

Submit application package 
electronically via CalCareers or to the 
address below: 

STATE CONTROLLER’S OFFICE 
Human Resources 
ATTN:  Classification Unit – CN 
300 Capitol Mall, Suite 300 
Sacramento, CA 95814 
 
Application package must include all 
the required documents.  Mailed 
application must include 917-190-
4567-001. Incomplete application 
packages will be rejected.  
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BOARD OF STATE AND 
COMMUNITY CORRECTIONS 

the California Automated Travel Expense Reimbursement System (CalATERS) 
Global system, and Concur. Perform CalATERS Global system administration 
including data verification, validation, updates, corrections and changes 

 

• Prepare materials and provide training to BSCC staff regarding relevant aspects 
of the BSCC’s accounting and FI$Cal policy, procedures and practices. Provide 
necessary information and reports to management. Perform research and 
complete projects as assigned.  

 

• Other duties as required: Responsible for various other accounting related 
analytical tasks associated with supporting the BSCC’s accounting and FI$Cal 
activities. 

 

 


