AUDITOR AGENCY

Function & Organization Chart - FY - 2003-2004
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MISSION STATEMENT:

The office, through the work of its employees, is committed to
provide development and maintenance of the County financial
system so that all County functions may be supported by sound
financial practices. These services shall be delivered with
respect, consideration, and openness to all.

Budgeted
Budget Unit # Positions 110 Unfunded 10
110 106
120 Unfunded 0
120 42 275 Unfunded 2
275 79

Total 227 AUDITOR 2



INTERNAL AUDITS

> Perform Internal and
External Audits, including
EDP Controls

1 - Principal Auditor
8 - Auditor II

AUDITOR AGENCY

Administer County's Financial Affairs

Perform County Audit

Function

Maintain County Accounting System
Direct Central Collections/Recorder Service

1 - AUDITOR-CONTROLLER/
CLERK RECORDER (110)

[

1- ASSISTANT CONTROLLER

2 - DIVISION CHIEF

1 - CHIEF DEPUTY AUDITOR

CLERK RECORDER DEPT.

#275

79 Budgeted Positions
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MANAGEMENT SERVICES

v

Provide Administrative Support
Services

Management & Budget Analysis
Develop Agency Budget
Information Systems Functions
Personnel Functions

YV VY

1 - Administrative/Finance Services Manager
2 - Management Analyst (one in #120)
1 - Executive Secretary
1 - Information Systems Analyst
2 - Information Systems Specialist (one in 120 &
one in 275)
2 - Administrative Specialist
2-Clerk Il
1 - Division Chief

]

1- ASSISTANT CONTROLLER

#120

CENTRAL COLLECTIONS DEPT,

42 Budgeted Positions

2 - DIVISION CHIEF

[

PAYROLL

BENEFITS/SDI

BUDGET/TAXES

FINANCIAL REPORTING
SERVICES

DISBURSEMENT

SERVICES GRANTS

» Prepare and Issue the
County's Employee
Payroll

» Process All Payroll
Deductions

» Disability Program
Administrator

» Process Employee
Benefits

» Maintain County Payroll
Records

2 - Principal Auditor
1 - Senior Supervising Auditor
7 - Payroll Records Clerk
3 - Auditor |1

1 - Senior Supervising Auditor
1 - Supervising Clerk 11
1 - Supervising Clerk | (one in
#275)
5 - Auditor II
3 - Accounting Specialist
1 - Payroll Records Clerk
1 - Account Clerk I1

» Compute Rates, Adjust Rolls
and Process Tax
Overpayment

» Budgetary Development
and Control

Acts In the allsence

of
the department
head.

1 - Principal Auditor
1 - Senior Supervising Auditor
1 - Accounting Technician
1 - Accounting Specialist
4 - Auditor 11

» Account For All County Funds

» Prepare Annual Financial
Report

» Cost Accounting and Cash
Flow Analysis

1 - Principal Auditor
3 - Senior Supervising Auditor (one
in #275)
1 - Accounting Technician
11 - Auditor |1
1 - Management Specialist

» Process Payments to All
Claimants, Contractors and
Vendors

» Data Input

» Encumbrances and Warrant
Control

» Administer
Grants
» JPA Accounting

1 - Principal Auditor
3 - Auditor II
1 - Account Clerk I1
1 - Management

2 - Senior Supervising Auditor
1 - Supervising Clerk |
2 - Accounting Technician
6 - Accounting Specialist

: Specialist
2 - Auditor 1l
11 - Account Clerk Il
2 - Data Control Typist
1 - Principal Auditor
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CENTRAL COLLECTIONS
DEPARTMENT #120

» Maintain Departmental Accounts Receivable
» Centralized County Billing and Collection
Enforcement

1 - ASSISTANT CONTROLLER

(one in #110)

MANAGEMENT SERVICES
OFFICE OF THE AUDITOR
CONTROLLER

1 - DIVISION CHIEF

ADMINISTRATIVE SERVICES

1 - Management Analyst
(one in #110)
1 - Information Systems Specialist

CLERICAL - SUPPORT

COLLECTION SERVICES

) > i
> Clerical Support Collection of Current Accounts

» Review Accounts Receivable
» Process Legal Documents

Collection Enforcement of Delinquent
Accounts

Legal Collection Enforcement

» Maintain Financial Records
» Supportive Accounting Functions
» Generate Monthly Statements

1 - Administrative Specialist
3 - Specialist Clerk
1- Lead Clerk
2-Clerk Il

2 - Collection Supervisor Il
2 - Financial Hearing Officer
2 - Specialist Clerk
16 - Collection Enforcement Deputy |1

1 - Principal Auditor (in #275)
1 - Senior Supervising Auditor
2 - Accounting Specialist
1 - Accounting Technician
1 - Account Clerk I1
1 - Data Input Clerk
1-Clerk Il

Assist clients with various collection
accounts

Process collection received from
clients

1- Collection Supervisor Il
2 - Account Clerk Il
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ADMINISTRATIVE SUPPORT

» Provides Administrative, clerical,
technical support and accounting
services to the department.

COUNTY CLERK/RECORDER
DEPARTMENT #275

Custodian of Records

Collector of Official Fees

Record documents affecting title to or possession of real
property

Maintain general index to all recorded documents

Maintain microfilm record of all recorded documents
Maintain special County record of birth, death, and marriage
certificates

1- ASSISTANT CONTROLLER
(One in #110)

1- DIVISION CHIEF

1 - Information Systems Specialist
1 - Supervising Administrative Specialist
1 - Administrative Specialist
2- Auditor 11
1 Supervising Clerk |
1 Supervising Clerk | (Step-Up Program)
1 - Account Clerk I1
1 - Specialist Clerk
1-Clerk Il
2 - Clerk Il (Step-Up Program)

1- ASSISTANT COUNTY CLERK RECORDER

[
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INDEX/PUBLIC CONTACT

SCANNING UNIT RECORDABLE DOCUMENTS

COUNTY CLERK/VITAL STATS

SERVICES UNIT UNIT
e U : :
for Scan recorded documents >  Examine price and record > Birth and Death Certificates
> quality control Maintain microfilm and scanned documents of title of > Marriage license issuance
>  Verify & complete index : files f blic viewi possession of real property > Fictitious business names
inf ti image files for public viewing >  Custodian of records/collector > Notary and other
intormation and archival record i ] Y
>  File subdivisions and other of official registrations
maps fees.

> Direct customers to

2 - Clerk Recorder Supervisor Il
20- Clerk Recorder Specialist 11

> Abstract index information.

1 - Clerk Recorder Supervisor Il

9 - Clerk Recorder Specialist 11 1- Clerk Recorder Supervisor I

14 - Clerk Recorder Specialist Il

1 - Clerk Recorder Supervisor Il
1 - Account Clerk I1
12 - Clerk Recorder Specialist Il
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