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FINAL TASK LISTING

                                                      CLASS:    PROPERTY CONTROLLER II
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Establishes the maintenance of property accounts, records of location of property, dollar values, lifecycle, etc. to keep accurate accounting of a variety of state assets utilizing the SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.     

	2. 
	Maintains property accounts, records of location of property, dollar values, lifecycle, etc. to keep accurate accounting of a variety of state assets utilizing the SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.     

	3. 
	Determines and processes proper disposition of property accounts, records of location of property, dollar values, lifecycle, etc. to keep accurate accounting of a variety of state assets utilizing the SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.      

	4. 
	Performs inventory of property accounts, records of location of property, dollar values, lifecycle, etc. to keep accurate accounting of a variety state assets utilizing the SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.      

	5. 
	Acts as lead in the maintenance of property accounts, records, and dollar values to ensure workload is monitored properly utilizing the Division rules and regulations, computer software programs, SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.     

	6. 
	Works closely with appropriate staff to ensure timely compliance testing as necessary in order to facilitate prompt payment to vendors utilizing the SAM, OFS Guidelines, etc. under the direction of the appropriate Unit Manager.     

	7. 
	Records the receipt of new property and marking of property, etc. to track and maintain property records utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, etc. under the direction of the appropriate Unit Manager.                   

	8. 
	Assigns property to authorized units and individuals for their use utilizing the SAM, Division Guidelines, OFS Guidelines,  etc. under the direction of the appropriate Unit Manager.               

	9. 
	Instills in others an awareness of their responsibility for State property, maintenance and accounting to ensure that they are responsible for their property utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, etc. under the direction of the appropriate Unit Manager.                   

	10. 
	Issues directives concerning the care and movement of property to ensure that they are responsible for assigned property utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, etc. under the direction of the appropriate Unit Manager.                 

	11. 
	Receives and processes request for transfer/reutilization of property to maintain accurate records utilizing a Stock Receipt form, transfer form, SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, Property Reutilization Guidelines etc. under the direction of the appropriate Unit Manager.                

	12. 
	Develops/modifies and validates detailed statements of property inventory to ensure accurate records utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, etc. under the direction of the appropriate Unit Manager.                         

	13. 
	Conducts public sales of property to ensure efficiency in disposal of State property utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, Property Reutilization Guidelines etc. under the direction of the appropriate Unit Manager.                            

	14. 
	Maintains records (e.g., vehicle keys, building keys, Voyager gas cards, vehicle accident reports, etc.) to maintain accurate records utilizing the SAM, DGS Guidelines, Division Guidelines, etc. under the direction of the appropriate Unit Manager.            

	15. 
	Prepares data on additional/replacement equipment for the equipment budget to justify the purchase of State property utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, etc. under the direction of the appropriate Unit Manager.                                    

	16. 
	Assists in the development of property accounting procedures to improve efficiencies utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, etc. under the direction of the appropriate Unit Manager.                      

	17. 
	Prepares reports, correspondence, etc. in order to communicate accurate accounting of a variety of state assets utilizing computer software programs, papers, pencils, etc. under the direction of the appropriate Unit Manager.                      

	18. 
	Coordinates vehicle repair and maintenance to ensure safety and the timely completion utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, OFAM Guidelines, etc. under the direction of the appropriate Unit Manager.                                                    

	19. 
	Performs pickups and deliveries of all State property to keep accurate accounting of a variety of state assets utilizing the SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.

	20. 
	Acts as liasion by consulting with staff to ensure accurate accounting of a variety of state assets utilizing the SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.

	21. 
	Manages the pool vehicle check-out area in order to maintain accurate accounting of a variety of state assets utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, OFAM Guidelines, etc. under the direction of the appropriate Unit Manager.                                                    

	22. 
	Coordinates and prepares return material authorizations for all items not meeting specifications or duplicate orders to ensure accurate accounting of a variety of state assets utilizing the SAM, DGS Guidelines, Division Guidelines, OFS Guidelines, OFAM Guidelines, etc. under the direction of the appropriate Unit Manager.                                                     

	23. 
	Provides back up support and/or assists other Property Controller staff to ensure accurate accounting of a variety of state assets utilizing the SAM, OFS Guidelines, Property Reutilization Guidelines, etc. under the direction of the appropriate Unit Manager.

	24. 
	Maintains a safe and well organized work area to ensure a safe environment utilizing broom, rags, etc. under the direction of the appropriate Unit Manager. 

	25. 
	Operates office equipment to perform duties under the direction of the appropriate Unit Manager.

	26. 
	Attends training classes to keep up with current trends utilizing various training programs under the direction of the appropriate Unit Manager.

	27. 
	Provides training (e.g., new equipment, gas card, etc.) to educate DGS staff under the direction of the appropriate Unit Manager.
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