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8 JOB DUTIES AND RESPONSIBILITIES 

Provide a brief statement describing the function of work or reason why the position exists. List duties indicating the percent of time spent for each area of 

responsibility. If applicable, describe any unusual physical demands and/or unavoidable hazards of the position. Attach additional pages if necessary. 

PERCENTAGES MUST TOTAL 100% LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION, 

KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE. 

This position serves as the section head of the Financial Services Section of the Department of Transportation. 

25% Directs the fiscal office and fiscal activities for one of the largest state agencies in Louisiana. Responsible for 
providing fiscal control over approximately $2.25 billion of capital and operating expenditure. This includes 
functional authority over the accounting operations of 9 Districts and 57 Sections throughout the State. Responsible 
for the direction and management of thirty-two (32) positions, four (4) direct and twenty-eight (28) indirect, in 
addition to student workers and consulting CPAs. 

20% Directs the disbursement of all funds to ensure that the Department has received the maximum return on monies 
received and that funds were expended in compliance with the law. Disbursements represent approximately 44,000 
paper checks and 23,000 electronic transfers annually, to an estimated 7,100 contractors and vendors, totaling 
approximately $2.1 billion. Manages the expenditures of all federal funds to provide an accurate accounting of 
funds disbursed, administer billings to the Federal Highway Administration through the Department's Federal 
Billing System and 7 Grant Agencies, totaling approximately $751 million annually. 

15% Routinely deals with external and internal auditors, state, federal, and local officials, vendors, banking officials, 
lawyers, consultants, etc., regarding the financial operation and activities of the Department. Assists executive 
management of the Department in the decision-making process, as it relates to the financial management of the 
Department. Serves on department and statewide committees as necessary. 

15% Directs the preparation of timely and accurate financial statements, reflecting the activity of current and prior year 
Capital Outlay budget units, one Enterprise budget unit, and current and prior year operating budget units. These 
Annual Statements are prepared in compliance with GAAP and Division of Administration guidelines. Prepares the 
appropriate disclosures as required by various bond indentures and trust agreements. 

10% Directs the cash management activities of the Department, including the warrants draw process for current and prior 
year budget units drawing over $978 million annually from the Treasury to cover the expenditures of the 
Department. Deposits are made daily with the State Treasury and are controlled using different means of financing, 
which includes a wide variety offunding sources such as, Self-Generated Funds, Federal Funds, Statutory Dedicated 
Funds, lnteragency Transfer Funds, Bond Funds, Interim Emergency Board Funds, and the Secretary's Emergency 
Funds. Ensures the accurate reporting and tracking of accounts receivable, including quarterly reporting 
requirements. 

10% Directs the management of accurate financial data for over 4,000 active projects of the Department through the 
LaGov System. Projects financed and monitored in LaGov span many years and funding sources. Directs the 
accounting for capital assets and the proper settlement of capital expenditures from Assets Under Construction 
(AUC) to depreciable assets. 

5% May be required to perform other duties as necessary, including testifying in court cases and before Legislative 
Committees relating to financial information for the Department. May also be required to perform other duties 
including, but not limited to emergency and disaster support activities. 
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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.





