COUNTY OF SOLANO
ASSI STANT AUDI TOR- CONTROLLER

Est. 9/95

DEFI NI TI ON

Under general direction, plans, organizes and nmnages the daily
operations of the Auditor-Controller's office; serves as a nenber of the
departnment's managenent/supervi sory team

DI STI NGUI SHI NG CHARACTERI STI CS

This is a single position class which describes the assistant departnent
head in the Auditor-Controllers office. This class is characterized by
the responsibility for overseeing the day-to-day operations of the

departnent and for representing the Auditor-Controller. This class is
di stinguished from that of Auditor-Controller in that the latter is an
elected official responsible for the overall managenent of the
depart nent.

EXAMPLES OF DUTI ES

Duties may include but are not limted to the foll ow ng:

1. Pl ans, organizes, directs and nanages the daily operations of the
Auditor-Controller's office; assists in the fornulation of
departnent goals, objectives and procedures; ensures the delivery
of nmandated and other services in conpliance with local, state and
federal regul ations.

2. Reviews, directs and evaluates all accounting and auditing
practices, procedures and operational standards in the Auditor-
Controller's office and on a County-wide basis; assumes

responsibility for departmental operation in the absence of the
Audi tor-Controller.

3. Pl ans, schedul es, supervises, reviews and evaluates the work of
assigned staff; selects staff and provides for their training and
prof essi onal devel opnent; eval uates enpl oyee perfornmance, counsels
enpl oyees and effectively recommends initial disciplinary action
and ot her personnel deci sions.

4. Meets with other County departnent nanagenent team nenbers to
review new financial proposals and existing financial operational
nmet hods, resolves problens and reconmends alternative courses of
action; nmakes recommendations that affect County-wi de fiscal policy
and adm ni stration of that policy.

5. Represents the Auditor-Controller in official neetings before the
Board of Supervisors, departnent heads, and other jurisdictions,
agenci es and the public.
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EXAMPLES OF DUTI ES (Conti nued)

6. Eval uates operati onal performance of departnental di vi si ons
reviews work nethods and inter/intra-departnmental procedures to
ensure effective and efficient work flow and conpliance wth
established policy and |aws; develops, interprets and conmunicates
appropriate application of policy and operational procedure;
revi ews correspondence, regulations and | egislation altering County
accounting practices and procedures to determne necessary
oper ati onal changes.

7. Attends and participates in County Auditor Association neetings at
the state and | ocal |evel.

QUALI FI CATI ON GUI DELI NES

Educati on _and/ or Experi ence

Progressively responsible experience in accounting and/or auditing
i ncluding substantial governnmental accounting and auditing experience
whi ch denonstrates possession of and conpetency in requisite know edge
and abilities. Typical qualifying experience would be:

Five vyears of progressively responsible nanagenent and
supervisory experience in a public agency which included
prof essi onal auditing and/or accounting experience, program
pl anning, analysis and evaluation, budget nanagenent and
performance and equivalent to graduation from an accredited
college or university with major course work in accounting,
finance, business admnistration, economcs or a closely
related field.

Know edge/ Skill s/ Abilities

Ext ensi ve know edge of generally accepted accounting principles and
procedures for |ocal governnment agencies; California | aws, rul es,
statutes and regul ations pertaining to the office of Auditor-Controller
public personnel managenent principles and practices; external funding
source regulations concerning accounting and audit functions; County
departnmental finance systens; general provisions governing appropriation
limtations; tasks and responsibilities associated with key positions in
an Auditor-Controller's office; the principles and practices of public
adm nistration relating to finance and budget.

Ability to plan, organi ze and manage financial prograns/service; analyze
financial data; interpret and apply laws, rules and regulations that
pertain to public finance; prepare clear and concise fiscal and general
reports; develop and inplenment operational procedures; identify and
anal yze admnistrative problens and inplenment operational changes; nake
deci si ons and i ndependent judgnents; project consequences of decisions;
comuni cate effectively both verbally
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Know edge/ Skill s/ Abilities (Continued)

and in witing; understand program objectives in relation to
departnmental goals and procedures; <collect and analyze data to
establish/identify needs and evaluate program effectiveness; draw
| ogi cal conclusions and determ ne and eval uate |evels of achi evenent and
performance; prepare budgets, funding proposals and narrative and
statistical reports; conply with laws, regulations and professiona
practices governing financial program services and operations; supervise
the work of others engaged in accounting and auditing activity;
formulate, pronote and inplement a variety of financial prograns;
understand and anal yze expenditure reports; nmaintain accurate records
and docunent actions taken; organize and prioritize work assignnents;
research regulations, procedures and/or technical reference nmaterial
interpret administrative direction and incorporation into operationa
policy and procedure; maintain confidentiality of i nformati on;
recognized and respect limt of authority and responsibility; assune
departnment head responsibility in the Auditor-Controller's absence;
secure cooperation and teamwork among professional and support staff;
effectively delegate responsibility and authority to others; denonstrate
tact and di pl omacy.

SPECI AL REQUI REMENTS

I ndependent travel will be required.

Possession of or ability to obtain a valid Cass C California driver's
license is required.

Depart nent Head Dat e

Spec 0693
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