	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

    9179- CSB
ANALYST’S INITIALS

SM
DATE

12/1/14


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Property Controller II 
	POSITION NUMBER

717-234-1549-998
	TENURE

Limited Term 24 months
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

RESD/Construction Services Branch
	LOCATION OF POSITION (CITY or COUNTY)

Los Angeles
	 FORMDROPDOWN 
 SALARY

$3,363
To

$4,208



	SEND APPLICATION TO:

RESD/Exec
707 3rd Street, 5th Floor
West Sacramento, CA  95605
Attn:  Brenda Russell
	REPORTING LOCATION OF POSITION

11401 Bloomfield, Norwalk, CA
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-1839
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Morris Taylor, Staff Services Manager I
	FILE BY

12-16-14


	PLEASE INDICATE RPA #9179 ON YOUR APPLICATION
THIS POSITION IS LIMITED-TERM 24-MONTHS.  

THIS POSITION MAY BE TERMINATED AT ANY TIME OR

 MAY BECOME PERMANENT AT A LATER DATE.

The Property Controller I classification may be considered for recruitment purposes

The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.

SELECTION CRITERIA
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
DUTIES

Under the direction of the Direct Construction Supervisor II of the Construction Services Branch (CSB), Direct Construction Unit Area Manager and HQ Fleet/Inventory Analyst the methods and procedures to be utilized, the Property Controller II  will provide administrative, inventory, warehousing, material purchasing, safety, vehicle management support functions for the CSB Direct Construction Unit Field Offices of approximately 6,000 property items.

ESSENTIAL FUNCTIONS

Equipment and Tool Monitoring 
· Responsible for (independently) managing and overseeing the day to day operations of two DCU Field Offices asset inventory, by checking equipment in and out to day labor employees and getting tools repaired and ordering replacement tools and parts. 

· Maintains Field Office inventory on (3500) tools and various equipment items.

· As directed by Area Manager (independently) performs (detail) physical inventories by conducting inventory counts, tracking maintenance and calibration costs for tools and equipment, tracks tools and equipment transferred between job sites and the two DCU South Field Offices.


	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

Property Controller II
	POSITION NUMBER

717-234-1549-998
	RPA NUMBER

9179-CSB
	FILE BY


12-16-14

	· In accordance with DGS (Administrative Order 04-05), (independently) investigates and reports quarterly the dollar value of tools and equipment items purchased, transferred, lost, stolen or surpluses within the DCU South Field Offices. 
· Ensures that all equipment purchased by Field Offices is received using the GS 6 to record the items into the Inventory Management Database, by capturing the make, model, shelf or bin location, serial number and assigning a DGS and DCU identification tag number and any other data that will help identify and track items. 
· (Independently) researches and gathers data (i.e. vendors, descriptions, specifications and additional details for specific equipment purchases, to assist Area Manager in determining equipment and vehicle needs by compiling and presenting (detail) analysis verbally or in written form, using ABMS, Access and Excel spreadsheets. and performs (complex) analysis.
· Process Stock Received Reports GS6’s and STD 106 in accordance with (SAM), to receive non- capitalized and capitalized equipment valued at $5000.00 or with a life expectancy of 1 year.

Vehicle Management
· (Independently) oversees and manages DCU South Field Offices assigned vehicles in accordance with Departmental policies, standards, procedures and guidelines as issued by the Department of General Services, State of California Administrative Manual and State of California Fleet Management Handbook.

· Conducts quarterly and yearly (detail) vehicle utilization studies of DCU South Field Offices assigned vehicles and Emergency Response Trailers and reports results to Area Manager and DCU Headquarters.

· Responds to DCU Headquarters inquiries (independently) for vehicle inventory data by maintaining two Field Offices vehicle inventories databases using Excel or Word documents. 

· (Independently) maintains and (accurately) enters vehicle mileage information into Fleet Mileage Express, DCU Access database, and ABMS to ensure mileage is correctly charged to correct both Field Offices projects on a monthly basis.

· Monitors and performs (detail) analysis daily of Vehicle Mileage Logs for all assigned DCU South Field Office vehicles, insuring that mileage is authorized in according to DGS policies, and notifies Area Manager of discrepancies and misuse.

· Manages both Field Offices Vehicle Accident Programs, insuring all vehicle accidents are reported to OFAM and ORIM using the STD Form 91, ‘Motor Vehicle Accident Report and Report of Vehicle Accident Form STD 270.

· (Independently) or completes (daily) vehicle inspections using DCU 1800 of assigned vehicles for serviceability and signs vehicles in and out to day labor employees.

· Manages two Field Offices Vehicle Smog Inspection program, insuring that all vehicles are Smog annually and reports are forwarded to DCU Headquarters to be input into the Department of Consumers Affairs Bureau of Automotive Repair (BAR) system.

· (Independently) completes OFAM Forms 155 Modifications Request Forms for vehicle modifications for Field Office assigned vehicles and forwards to DCU Headquarters for approval.

· (Independently) completes OFAM Forms 160 to Request Replacement Vehicles and STD 152’s to surplus assigned vehicles and forwards to DCU Headquarters for approval.

Information Technology Monitoring

· Coordinates with DCU Headquarters Inventory Analyst to ensure that DCU South Field Offices computer and office equipment is accounted for and connectivity with OTR is properly set up and maintained.

· As requested by Area Managers completes special (detail) analytical projects involving IT and Office Machine issues and requirements, with written proposals to DCU Headquarters for review and approval.

Injury Illness’ Prevention Program

· Responsible for the (day to day) management of the DCU South Field Offices Injury Illness’ Prevention Program (IIPP) as it relates to tools, equipment and property in accordance with title 8 of the California Code of regulations (T8CCR) section 3203.
· Assists with the investigations into workplace accidents, hazardous substance exposures and near-accidents within DCU South Field Offices in accordance with Federal and State guidelines.

· (Independently) oversees and corrects unsafe, unhealthy work conditions including emergency action, fire prevention, hazardous prevention and traffic control plans.

· Maintains first aid kits, earthquakes response kits, eye wash stations, fire extinguishers, personal protected equipment and other safety related items (independently) on a daily basis for both DCU Field Offices.

· (Independently) maintains (detail) records of scheduled and periodic safety inspections of work and job sites, work place hazards, material safety data sheets, unsafe conditions and work practices by collecting and filing Hazard Assessment Checklists, Identified Hazards and Correction Records, Investigation/Corrective Action Reports, Workers Training, Instruction Records and Safety Records in ABMS.
Material Purchasing Support

· (Independently) prepares procurement documents for construction building materials, tools and equipment when needed for DCU South Field Offices when required.

· Reviews and/or develops specifications for safety and PPE equipment purchases for conformance with the State procurement rules and regulations, when needed.

· Coordinates and works with construction field personnel on the quantity and items needed on Field Office projects and inputs requisitions into ABMS database when needed
· Processes Stock received reports GS6’s and STD 106’s for quantity and dollar value for Field Office in accordance with (SAM) for receiving construction materials.
Knowledge and Abilities:

Knowledge of: Methods and practices used in recording, inspecting, maintaining, issuing, taking and recording inventory, accounting for and disposing of property; types of property used in the various State departments, institutions, or districts; property records section of the California State Administrative Manual; office methods and procedures; principles of effective supervision and training. Skill in making arithmetical calculations.

 

Ability to: Read and write English at a level required for successful job performance; supervise the work of others; inspect, determine condition of, and recommend proper disposition of property; take an accurate inventory of scattered and diverse property; reconcile inventories with control accounts; analyze situations accurately and take effective action; speak and write effectively; instill in others an awareness of their responsibility for State property maintenance and accounting.

DESIRABLE QUALIFICATIONS 
· Demonstrated knowledge of Microsoft Applications including Word, Excel and Access.

· Knowledge of the administrative, inventory, warehousing, purchasing and vehicle management processes and procedures.

· Ability to organize, set priorities, and work independently with a minimum of supervision.

· Ability to multi-task and focus on details.

· Strong Analytical skills, including ability to produce high quality, completed staff work.

· Ability to establish and maintain cooperative working relationships with peers, field office staff, and customers, including other State agencies.

· Able to conduct research in order to resolve procurement issues and/or in answer to inquiries.

SPECIAL PERSONAL CHARACTERISTICS 
Demonstrated ability to act independently and open-minded, tactful, and flexible to other ideas and solutions.  Able to foster and be a part of a team work environment.

INTERPERSONAL SKILLS 
· Excellent verbal and written communication skills.

· Good attendance.

· Ability to establish and maintain positive cooperative work relationships.

· Ability to receive and follow direction from supervisor.

· Ability to work independently or as part of a team.

· Supports a positive and productive work environment.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

· Office environment, appropriate attire for professional office environment.

· Effectively handle stress, multiple tasks and tight deadlines calmly and efficiently.

· Daily use of personal computer and related software applications at a workstation.

· Consistently exercise good judgment and positive effective communication skills.




