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San Bernardino Associated Governments, known as SANBAG, is the council of governments 
and transportation planning agency for San Bernardino County.  SANBAG is responsible for 
cooperative regional planning and furthering an efficient multi-modal transportation system 
countywide.  SANBAG serves the 2.1 million residents of San Bernardino County. 

As the County Transportation Commission, SANBAG supports freeway construction projects, 
regional and local road improvements, train and bus transportation, railroad crossings, call 
boxes, ridesharing, congestion management efforts and long-term planning studies.  SANBAG 
administers Measure I, the half-cent transportation sales tax approved by county voters in 1989. 

JOB SUMMARY 
Under general direction, plans, organizes, oversees, coordinates, and reviews the work of staff 
performing difficult and complex professional and technical support related to the processing of 
financial transactions, preparing and reconciling financial and accounting records and reports, and 
performing procurement, risk management, and contract administration functions; performs 
professional accounting work to ensure regulatory compliance with governmental accounting 
standards; maintains and improves SANBAG’s financial system; administers current and long-term 
financial planning activities; supervises human resources programs; manages the effective use of 
department resources to improve organizational productivity and customer service; provides highly 
complex and responsible support to the Chief Financial Officer in areas of expertise; and performs 
related work as required. 
 
ESSENTIAL FUNCTIONS 
This list is illustrative only and is not a comprehensive list of all functions and duties performed 
by employees in this position.  Employees are required to be in attendance and prepared to 
begin work at their assigned work location on the specified days and hours.  Factors such as 
regular attendance at the job are not routinely listed in job descriptions, but are an essential 
function.  Essential duties and responsibilities may include, but are not limited to the following: 

 Manages, oversees, coordinates, and participates in the in the operations and activities of 
SANBAG’s accounting and finance programs and functions; manages procurement and 
contract compliance.  

 Participates in the development and implementation of goals, objectives, policies, and priorities 
for assigned functions; recommends within policy, appropriate service and staffing levels; 
recommends and administers policies and procedures. 

 Develops and standardizes procedures and methods to improve and continuously monitor the 
efficiency and effectiveness of assigned functions, service delivery methods, and procedures; 
assesses and monitors workload, administrative and support systems, and internal reporting 
relationships; identifies opportunities for improvement and makes recommendations to the 
Director. 

 Participates in the selection of, trains, motivates, and evaluates assigned personnel; works with 
employees on performance issues; recommends discipline to the Director. 

 Manages and participates in the development and administration of the assigned functions’ 
annual budget; directs the forecast of additional funds needed for staffing, equipment, materials, 
and supplies; directs the monitoring of and approves expenditures; directs and implements 
adjustments as necessary. 

 Participates in the preparation and administration of the annual budget for SANBAG; develops 
budget calendar and conducts budget workshops; prepares budget/project budget worksheets; 
calculates cost distribution and provides financial forecasting and planning; tracks the adopted 
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budget and coordinates and prepares mid-year budget adjustments; prepares periodic budget 
reviews for submission to SANBAG staff, Chief Financial Officer,  and committees. 

 Prepares and analyzes a variety of complex financial reports, statements, and schedules; 
prepares or oversees the preparation of new-year, mid-year, year-end, and special reports, 
including the Comprehensive Annual Financial Report (CAFR). 

 Manages and reviews audits for the agency, including Measure I and Transit Development Act 
funds. 

 Manages the annual audit and prepares closing journal entries and audit schedules; provides 
expert assistance and information to outside auditors during annual and mid-year audits, 
including answering questions, gathering data, and compiling reports. 

 Maintains and reconciles a variety of ledgers, reports, and accounting records; reviews and 
approves revenue allocations and disbursements and other accounting transactions to ensure 
accuracy; approves journal vouchers to post transactions to accounting records.  

 Provides highly complex staff assistance to the Chief Financial Officer; develops and reviews 
staff reports and other necessary correspondence related to assigned activities and services; 
presents reports to various commissions, committees, and boards. 

 Resolves procurement issues and review new requirements to remain in compliance with 
federal and state agencies.  

 Maintains bond debt schedules and investment portfolio spreadsheets. 
 Maintains the accounting system and oversees changes; manages the agency’s financial 

system modules, reporting, upgrades and enhancements. 
 Compiles data for insurance policy renewal and completes forms; coordinates annual insurance 

policy renewal and prepares Board staff reports. 
 Attends and participates in professional group meetings; stays abreast of new trends and 

innovations in the field of finance and accounting; researches emerging products and 
enhancements and their applicability to SANBAG needs. 

 Provides input on project and program issues, policy, and strategic direction. 
 Monitors changes in laws, regulations, and technology that may affect SANBAG or 

departmental operations and programs; implements policy and procedural changes as required. 
 Responds to public inquiries and complaints and assists with resolutions and alternative 

recommendations 
 Performs other duties as assigned. 
 
MINIMUM QUALIFICATIONS 

Knowledge of: 
 Principles and practices of accounting and finance goal setting, development, implementation, 

and evaluation. 
 Practices of researching issues, evaluating alternatives, making sound recommendations, and 

preparing and presenting effective staff reports. 
 Principles and practices of employee supervision, including work planning, assignment, review 

and evaluation, and the training of staff in work procedures. 
 Organizational and management practices as applied to the analysis and evaluation of projects, 

programs, policies, procedures, and operational needs. 
 Recent and on-going developments, current literature, and sources of information related to 

fund administration and programming. 
 Principles and practices of public agency finance, including general and governmental 

accounting, auditing, and reporting functions. 
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 Principles and practices of public agency budget development and administration and sound 
financial management policies and procedures. 

 Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures relevant 
to assigned area of responsibility. 

 Record keeping principles and procedures.  
 Modern office practices, methods, and computer equipment and applications related to the 

work. 
 English usage, grammar, spelling, vocabulary, and punctuation.  
 Techniques for effectively representing SANBAG in contacts with governmental agencies, 

community groups, various business, professional, educational, and regulatory organizations, 
and the public. 

 Techniques for providing a high level of customer service by effectively dealing with the public, 
vendors, contractors, and SANBAG staff. 

 
Ability to: 
 Recommend and implement goals, objectives, and practices for providing effective and efficient 

services. 
 Provide administrative and professional leadership for the department and SANBAG. 
 Manage finance and accounting activities and special projects involving participation by diverse 

and varied interests. 
 Conduct complex research projects, evaluate alternatives, make sound recommendations, and 

prepare effective technical reports. 
 Effectively represent the department and SANBAG in meetings with governmental agencies, 

community groups, and various businesses, professional, and regulatory organizations, and in 
meetings with individuals. 

 Manage and monitor complex programs and projects, on-time and within budget. 
 Interpret, apply, and ensure compliance with federal, state, and local policies, procedures, laws, 

and regulations. 
 Plan, organize, assign, review, and evaluate the work of staff; train staff in work procedures. 
 Research, analyze, and evaluate new service delivery methods, procedures, and techniques. 
 Prepare clear and concise reports, correspondence, policies, procedures, and other written 

materials. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Use tact, initiative, prudence, and independent judgment within general policy, procedural, and 

legal guidelines. 
 Establish, maintain, and foster positive and effective working relationships with those contacted 

in the course of work. 
 
Education and/or Experience: 
Equivalent to graduation from an accredited four-year college or university with major coursework in 
accounting, finance, business or public administration,  or a related field and five (5) years of 
progressively responsible professional accounting work experience, preferably in the public sector.   
 
Licenses and Certifications: 
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 Possession of, or ability to obtain, a valid California Driver’s License and proof of automobile 
liability insurance by time of appointment. 

 Possession of a Certified Public Accountant (CPA) designation is desirable. 
 
Physical Demands: 
Must possess mobility to work in a standard office setting and use standard office equipment, 
including a computer; to operate a motor vehicle and to visit various SANBAG meeting sites; vision 
to read printed materials and a computer screen; and hearing and speech to communicate in 
person and over the telephone.  This is primarily a sedentary office classification although standing 
in and walking between work areas may be required.  Finger dexterity is needed to access, enter, 
and retrieve data using a computer keyboard or calculator and to operate standard office 
equipment.  Positions in this classification bend, stoop, kneel, reach, push, and pull drawers open 
and closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, 
and pull materials and objects up to 25 pounds.    
 
APPLICATION PROCEDURE 
Applications will be accepted until Friday, October 7, 2016 at 4:00 p.m. or until the position is 
filled. Applications may be mailed or delivered in person.  Call 909-884-8276 for application and 
requirements or visit our web site at www.sanbag.ca.gov.   

Complete the SANBAG application form. Provide a one-page written summary of your 
experience in the workplace and/or education relative to this position, describing work 
performed and the frequency. The information provided will be used to verify and evaluate the 
applicant’s qualifications. Failure to complete the application and clearly demonstrate fulfillment 
of the minimum requirements will result in disqualification of the applicant. Resumes in lieu of an 
application and/or faxed applications will not be accepted. The successful applicant will be 
required to take a pre-employment drug test. 

 
Forward Application to: San Bernardino Associated Governments 
    Attn:  Management Services 
    1170 W. 3rd Street, 2nd Floor 
    San Bernardino, CA  92410-1715 

Visit SANBAG at www.sanbag.ca.gov. 

http://www.sanbag.ca.gov/
http://www.sanbag.ca.gov/

