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Administrative Program Manager 3 (Business Manager)
Function Statement:

The overall function of this position is to manage the administrative programs and support functions for the
district. This position is located in District 61, Unit 001 of the Department of Transportation and Development
and reports directly to the Administrative Program Director 3 (Assistant District Administrator of Business). The
incumbent must be self-motivated and be able to perform duties many times with minimal supervision and also
be able to interpret unforeseen conditions as they may arise. The incumbent will participate in appropriate
DOTD structured training programs as appropriate and attend all continuing education classes and
conferences deemed necessary to facilitate the performance of required tasks.

The incumbent is required to possess the following specialized knowledge, skills, abilities, as well as to
maintain the following licensing and operate the following equipment:

o Must be proficiently skilled in accounting practices with a working knowledge of Fiscal
Accounting Code, Systems Applications and Products (SAP), Enterprise Resource Planning
(ERPY), Supplier Relationship Management (SRM), LaGov, and Microsoft Office software.

e Must possess the ability to create and maintain confidential files on employees, including
personnel, training, and productivity records used for Performance Evaluation System (PES).

Job Duties & Responsibilities:

60% Budget/Fiscal Management

This position is authorized to sign and conduct budget matters pertaining to District 61. Responsible for daily
recongciliation of expenditures against the budget, ensuring the District operates within its allocated funds.
Identifies and resolves issues/discrepancies with Financial Services. Develops and monitors District tracking
systems (spreadsheets/databases) in compliance with Operational Directives. Prepares budget
projections/analysis for 30 Administrative Units by monitoring expenditures using spreadsheets/databases and
LaGov reports. Analyzes historical budget data to identify trends for preparation and submission of annual
budget request.

Serves as District’s financial subject-matter-expert concerning cost coding for all payable and procurement
documents, including but not limited to Cost Center, Fund, and General Ledger information. Independently
manages, approves, signs, and supervises the preparation and transmission of all payment documents: such
as expense accounts, purchase order payables, and monthly fuel reports. Manages LaCarte Procurement
Card purchases for the District, with secure online access to the online bank system for the distribution of
charges. Develops and implements the process/procedures for procurement and accounts payable sections
within the District, ensuring effective and efficient process flow in compliance with Generally Accepted
Accounting Principles (GAAP).

Responsible for the establishment and maintenance of internal recording and control procedures involving the
collection, evaluation, preparation, reconciliation, and processing of over 4,000 District documents.
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In the absence of the ADA of Business, serves as the approval authority for all post-pay period payroll activity
within AGILE/PTMW, including but not limited to processing of Prior Period Adjustments (PPAs) and approval
of work orders.

Implements and monitors District payroll process, including the review and audit of payroll for employees to
ensure accuracy and compliance with DOTD, State, and Federal guidelines. Responsible to oversee the
transmission of payroll data; examining and reviewing payroll via PTMW, Plant Maintenance (PM), and AGILE
systems ensuring compliance with Federal Labor Standards Act (FLSA). Collaborates with District
Timekeepers and Managers to ensure corrections are submitted accurately and in a timely manner.

30% Procurement/inventory

Oversee District Buyers in the procurement process, ensuring compliance with DOTD Procurement
regulations.

Controls the operation, management, receipt, and disbursement of consumable goods. Directs establishment
of inventory control measures, ensuring goods and services are receipted and adequately accounted for within
District guidelines.

Conducts annual physical inventory of consumable goods. Analyzes and identifies anomalies, making
necessary adjustments to bring inventory balance to physical count. Collaborates with District Management
ensuring corrective action is taken and control measures are put in place. Directs the use of various reports in
LaGov to reconcile the inventory balances throughout the year, working closely with Administrative Units to
take corrective action as necessary. Determines optimal inventory levels for planned work.

Serves as Property Manager responsible for the management of Property Control items (over $1,000).
Establishes a standardized procedure for thorough recording, tagging, and tracking items by location.
Conducts at least one physical inventory of all Property Control items annually. Collaborates with District
Management ensuring control measures are implemented. Directs the disposition of surplus property and the
transfer of property.

5% Administrative

Serves as Signatory Authority as required and is responsible for the administration of District Switchboard
functions.

Responsible for providing adequate training opportunities for assigned District personnel, concerning
procurement, payables, and payroll processes as defined in Agency Policy and Procedure, and Business
Manuals.

5% Miscellaneous Duties:

May be required to perform other duties as necessary including, but not limited to, emergency/disaster support
activities.
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