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STATE CIVIL SERVICE 
P.O. BOX 94111 - CAPITOL STATION 

BATON ROUGE, LA 70804-9111 
SCSPDS@la.gov 

1 TYPE OF REQUEST 
Check appropriate request boxes. If master job description, please attached master list of positions. 

['.gl UPDATE O AGENCY APPEAL O MASTER_ #requested 

0 JOB CORRECTION 

0 NEW POSITION 

0 5.3 APPEAL 0 CAREER 

PROGRESSION GROUP 

CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) 

Accountant Manager 3 

REQUESTED OFFICIAL JOB TITLE 

2 INFORMATION REQUIRED FOR NEW POSITION FORLAGOVHCMAGENCIESONLY 

MAJOR AGENCY CODE & 
PERSONNEL AREA CODE 

273 

CURRENT PAY LEVEL 

AS 621 

REQUESTED PAY LEVEL 

POSITION NUMBER 

7453 

CURRENT OFFICIAL JOB CODE 

159730 

REQUESTED OFFICIAL JOB CODE 

ORGANIZATIONAL UNIT NUMBER WORK PARISH 

East Baton Rouge 

PERSONNEL SUBAREA EMPLOYEE GROUP (CHOOSE ONE) 

0 FT HOURLY 

COST CENTER 

2732021500 

GRANT 

3 GENERAL INFORMATION 

FUND 

27300TT102 

WBS ELEMENT 

- ' . -

EMPLOYEE'S NAME - LAST, FIRST 

Harbor, Richard 

AGENCY /DEPARTMENT - OFFICE - DIVISION 

DOTD - Management & Finanace 

OFFICIAL TITLE OF SUPERVISOR 

Employee Qualifies For Job 

� Yes ONo 

DIRECT SUPERVISOR'S POSITION NUMBER 

['.gl FT SALARY 

0 PT HOURLY 
ORDER 

HUMAN RESOURCES CONTACT 

Mary Thomas 

HUMAN RESOURCES TELEPHONE ( 

225 ) 379-1291 

HUMAN RESOURCES EMAIL 

. . . .. : . 

4 COMPARATIVE POSITIONS List positions that have similar or identical duties to this position. 

INCUMBENT NAME POSITION NUMBER OFFICIAL JOB TITLE/ AGENCY 

5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE ATTACHED 

� DETERMINES WORK ASSIGNMENTS � RECOMMENDS HIRING/PROMOTIONS � TRAINS STAFF 
NUMBER OF DIRECT 

SUBORDINATES � REVIEWS AND APPROVES WORK � PREPARES & SIGNS PES RATING � APPROVES LEAVE 
3 

6 ATTACHMENTS Check to indicate attachments. 

� Organizational Chart {required) � Duties/ Responsibilities (required) 

EMPLOYEE 

D Comments D MJD Position Numbers D Contracted Personnel Form 

I certify that I have reviewed the position description. I disagree with a portion of 
,the contents and have attached comments. 

I certify that I agree with this document. 

1 certify that I have reviewed the position description. I disagree with a portion 
of the contents and have attached comments. 

�certify that I agree with this document. 

D I certify that l have reviewed the position description. I 
disagree with a portion of the contents and have attached 
comments. 
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construction, consultants, and right-of-way acquisitions. Also manages liens filed against contractors to ensure proper 
application of these liens to future payments in accordance with the legal terms of the lien and proper disbursement of retainage 
held until contract or audit is complete. 

Directs the Accounts Payable activities and provides technical guidance to the Accounts Payable Unit which processes over 
100,000 documents annually totaling in excess of $2.5 billion dollars. This includes the preparation of the checks from Capital 
Outlay documents. The Accounts Payable Unit is responsible for reviewing, auditing and processing department documents 
for Employee Expense Accounts, Purchase Order Payables (MIR7), Petty Cash reimbursement (CM Press Funds) and Direct 
Vouchers (FV60 & FV65). These documents are utilized by DOTO to pay the operating expenses of the department that exceed 
$700 million annually. The Unit also reviews vendor payment expenditure information to determine proper 1099 reporting for 
vendors and real estate acquisitions in compliance with IRS regulations, and is responsible for the audit and processing of 
employee travel expenses to verify compliance with the DOTO PPM 11 and State Travel PPM 49. This unit confers on a daily 
basis with District and Section personnel to resolve all problems on vendor payment documents through the SAP program 
(LaGov ERP statewide financial system). 

Directs the Department's Credit Card Programs and serves as Agency Program Administrator for the La Carte Purchasing 
Card, the Fueltrac Card, and the Travel Card Programs by coordinating, monitoring and administrating processes. This includes 
managing the processing of new card applications, changes to cardholder information, maintaining cardholder profiles within 
Bank of American's WORKS program, and providing training and assistance to all department personnel. Also, run various 
fraud programs in VISAINTELLECT in order to evaluate, design, and implement controls that proactively detect or prevent 
Fraud. Develop and update the various Department Policies regarding these programs in accordance with the State issued 
mandates. Serve as liaison between the District/Section Program Administrators, the State Program Administrator and Bank of 
America. 

Directs the activity of the Student Workers in charge of records management, inventory control, and information technology 
for the Financial Services Section. This involves filing arrangement coordination, coordinating information by managing 
databases and ensuring information integrity. 

Miscellaneous Duties: 

5% Performs other duties as assigned by higher level fiscal staff. May be required to perform other duties as necessary including, 
but not limited to, emergency/disaster support activities. 

While in official capacity, DOTD employees must comply with applicable Louisiana and Civil
Service laws, rules, and regulations, as well as DOTD policies, procedures, manuals, and directives.
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