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DO NOT SUBMIT APPLICATIONS TO CalHR 

The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, 
disability (mental and physical), exercising the right to family care and medical leave, gender, gender 
expression, gender identity, genetic information, marital status, medical condition, military or veteran 
status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, 

breastfeeding and related medical conditions), and sexual orientation. 
 

Consumer Hotline (800) 927-HELP  Producer Licensing (800) 967-9331 
 

ACCOUNTING TECHNICIAN 
$2,691 -- $3,371 

ACCOUNTING SERVICES BUREAU 
SACRAMENTO 

 

RESPONSIBILITIES: 
Under close supervision of the Accounting Administrator I (Supervisor), the incumbent performs 
technical and semi-professional accounting work in the maintenance and reporting of financial 
records for specialized agency activities within the Tax and Securities Section within the Accounting 
Services Bureau.   
 
Specific duties are as follow: 
 
 Record tax returns in the tax database mail log by tax return type.  Sort tax returns by tax type and by 

three criteria: returns with refunds, returns with amounts reported, and returns with zero business for 
the tax year. 

 Review and verify insurer’s and surplus line broker’s payment history to assist tax auditors with tax 
return processing.  Print payment history and prepare batches to assist the tax return auditors.  Scan 
tax returns by batch number to the shared drive.  Assist with processing the less difficult tax returns as 
needed. 

 Review and verify the surplus line broker’s monthly payment vouchers and compare to the Oracle 
system to ensure payments have been made accurately and timely. 

 During the tax season, open, date stamp, record and distribute the tax returns received on a daily 
basis. Record the tax returns received in the daily mail tracking log. Identify returns with refunds and 
forward to appropriate tax auditors for immediate processing. 

  
DESIRABLE QUALIFICATIONS: 
 Knowledge of principles and practices of financial record keeping. 
 Basic principles of accounting. 
 Express ideas and give instructions effectively. 
 Operate common office appliances used in financial record keeping work and make arithmetical 

computations rapidly and accurately. 
 Apply rules and regulations to specific cases. 
 Analyze data and draw logical conclusions. 
 Excellent interpersonal skills. 
 Ability to work effectively under stressful situations. 
 Ability to manage multiple tasks concurrently and efficiently. 
 Good attendance. 
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WHO MAY APPLY: 
Applications will be accepted from current State employees at the Accounting Technician level, those 
within transfer range, or individuals who have list eligibility.  All applications will be reviewed; however, 
only the most qualified candidates will be interviewed.  All applicants must clearly indicate the basis 
of their eligibility (i.e. SROA, surplus, reemployment, reinstatement, transfer, or list eligibility) on 
the State application. 
 
All applicants, regardless of the type of eligibility, must provide proof of meeting the minimum 
qualifications of the classification.  To view the minimum qualifications, please visit CalHR Job 
Descriptions and type in either the class code or title of the classification for which you are applying.   
 
Failure to provide proof of meeting the minimum qualifications of the classification through experience 
and/or education (if required) will eliminate you from being considered for the position. 
 
APPLICATION PROCEDURE:   
Please mail a completed standard State Application STD 678 and proof of meeting the minimum 
qualifications of the classification to Reginald Justo, Department of Insurance, Human Resources 
Management Division, 300 Capitol Mall, 13th Floor, Sacramento, CA  95814.  Failure to provide 
proof of meeting the minimum qualifications of the classification through experience and/or 
education (if required) will eliminate you from being considered for the position.  
 
DO NOT EMAIL APPLICATION.  Emailed applications will not be accepted.  PLEASE INDICATE 
“Accounting Technician, PSN # 413-192-1741-XXX” ON THE STATE APPLICATION.  
Applications must be postmarked by the final filing date to be considered.  For additional 
information, please call Reginald Justo at (916) 492-3351.  
 
FINAL FILING DATE: Wednesday, June 10, 2015 - Close of Business (5:00 p.m.) 
 
NOTE: Possession of minimum qualifications will be verified prior to interview and/or 

appointment.  If it is determined an applicant does not meet the minimum 
qualifications, the application will be forwarded to CalHR for review and the 
applicant’s name may be removed from the eligibility list.   

 
If you are applying for more than one recruitment, a separate State Application (STD. 678) is 
required for each recruitment for which you would like to be considered.  
 


