	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COORDINATOR, FISCAL SERVICES








DEFINITION:





Under general direction from the Director, Administrative Services, provides varied and complex accounting services requiring the management and coordination of the work in the Accounting Division of the Superior Court; and performs other related work.





CLASS CHARACTERISTICS:





This classification is responsible for supervising the Accounting Division of the Superior Court.  It is distinguished from the classification of Senior Accountant by its managerial responsibilities and overall accountability for unit productivity, effectiveness, and efficiency.





EXAMPLES OF DUTIES:





Directs the accounting services on behalf of the Executive Officer of the Superior Court, which includes the maintenance of complex sets of costs and control accounts; reviews and reconciles accounts with various financial reports; confers with staff on matters of accounting rules and regulations; directs the processing of journal vouchers, cash transfers, and other financial transactions on behalf of the court; plans, organizes, and directs the daily activities of professional accountants and administrative clerical staff; plans and implements office methods and procedures; and prepares financial documents and reports.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	The principles and practices of management relating to the training, evaluation and supervision of subordinates.


    •	Accounting and auditing principles, theories, and procedures applicable to the control of various accounting systems.


    •	Cost accounting procedures and systems.


    •	General laws and rules regulating and influencing fiscal operations.


    •	The procedures required to comply with the terms of Federal and/or State grants.


    •	Uses and limitations of electronic data processing equipments.





Skills and abilities to:





    •	Initiate, plan, organize and direct a varied and complex fiscal program and/or complex audit tasks.


    •	Interpret and apply legal and administrative concepts of accounting and/or auditing functions.


    •	Accurately analyze situations or data, audit reports and memos and adopt an effective course of action.


    •	Supervise, train and motivate professional and clerical subordinates.


�
    •	Establish and maintain effective internal and external working relationships.


    •	Prepare comprehensive, clear and concise accounting, auditing and statistical reports.


    •	Communicate effectively, both verbally and in writing.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be a Bachelor's Degree from an accredited college or university with a major in accounting or a closely related field AND three years of professional accounting or auditing experience.  The experience must have included supervision of professional accounting and/or auditing personnel and responsibility for planning, organizing and directing a complex auditing or fiscal program.  NOTE:  A CPA Certificate will be considered as meeting the education requirement.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Prior to appointment, candidates are subject to fingerprinting and a background investigation.





Licenses:  A valid California class 3 driver's license is required at the time of appointment and must be maintained throughout employment in this class.





Previous Class Title:  New classification





County Class Linked To:  Coordinator, Calendar Services





Class No.:  0582
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