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DUTY STATEMENT


Duty Statement
CMD 900-54
(Rev. 09/2024)

	☒	Current 

	☐	Proposed 


	Position Classification:
Analyst II
	Working Title: 
Logistics and Asset Management Analyst

	Position Number:
006-177-5393-901
	CBID:
R01

	Work Week Group: 
2
	Work Hours: 
8:00 AM – 5:00 PM, Monday-Friday

	Command/Directorate/Unit: 
J6, Information Management, State Network Team
	Physical Work Location: 
10601 Bear Hollow Drive, 
Rancho Cordova CA, 95670

	Supervisor Name:
Heidi Handal
	Supervisor Classification/Rank:
Manager I

	Current Incumbent:
Vacant
	Effective Date:


	Position Requirements:
                                                                                                                   
☐ Conflict of Interest Filer (Form 700) 
☒ California Driver’s License
     ☐ Class A     ☐ Class B     ☒  Class C 
     ☐ Class C w/Endorsement: ___________________     
                                

	
☒ Travel to Multiple Locations 
☐ Occasional Travel
☐ Other (Specify): ________________________



	

	Position Identification: 
Under the general direction of the Manager I, Chief of Business Operations (Chief), the Logistics and Asset Management Analyst (Analyst II) independently serves as the primary point of contact for the intake, tracking, analysis, and lifecycle management of Information Technology (IT) assets, ensuring compliance with state property control requirements and maintaining accurate records. The Analyst II provides consultative support and coordinates asset management activities for IT teams serving 15 locations statewide. Responsibilities include conducting and leading inventory audits, analyzing data, resolving discrepancies, and recommending process improvements to strengthen asset accountability and operational efficiency. Occasional fieldwork is required for property transportation, equipment coordination, and purchasing activities.

	Essential Functions:


	35%
	Asset Management:
· Serve as the lead analyst responsible for coordinating and overseeing all division IT asset management activities, including acquisition, distribution, lifecycle tracking, compliance, and disposal in accordance with State Administrative Manual (SAM) and departmental policies.
· Monitor, analyze, and maintain inventory of all hardware and software assets using the Asset Management System (AMS); ensure accurate recording of new property, track chain of custody, conduct and lead physical inventory audits to reconcile discrepancies and maintain compliance.
· Travel to multiple field locations as needed for property transportation, equipment coordination and purchasing activities.

	30%
	Documentation:
· Record the receipt of new IT property and maintain the existing hardware and software inventory within the department’s AMS.
· Review, analyze, and verify purchase orders, contracts, and invoices for accuracy to ensure compliance with state fiscal policies.
· Assist the Procurement Team with processing, auditing, and reconciling invoices through the Financial Information System for California (FI$Cal), ensuring expenditures are properly accounted for.
· Manage the tracking of assets, including (but not limited to) receipt of new assets, checking out assets to authorized individuals, disposal of property, and logging chain of custody information.

	30%
	Maintenance and Support:
· Reviews, analyzes and fulfills requests for asset storage, transportation, and delivery statewide, including receiving, inspecting, storing, shipping, recycling, and ensuring safe removal of IT equipment. Occasional travel for fieldwork is required for property transportation, equipment coordination, and purchasing activities.
· Evaluate equipment condition to determine repair or replacement needs; complete and process requisitions; inspect new equipment for compliance with purchase specifications; and inform staff of asset responsibility and liability requirements.
· Develop, draft, update, and implement quality control procedures and internal controls to improve asset tracking, accountability, maintenance schedules, and operational efficiency across the State Network Team (SNT).

	Non-Essential/Marginal Functions:

	5%
	· Other duties as assigned.

	Knowledge, Skills, and Abilities:

	Knowledge of:
Principles, practices, and trends of public and business administration, management, supportive staff services, and governmental functions and organization. All of the above, and methods and techniques of effective communication and leadership.

	Skills: N/A


	Ability to: 
Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work. All of the above, and coordinate the work of others, act as a team leader, and appear before legislative or other committees.

	Required Qualifications:
· Possess a valid California Class C Driver’s License.

	Desirable Qualifications: 
· Willingness to work in a military environment.
· Ability to analyze situations accurately and use creative problem solving to provide recommendations and solutions to problems.
· Ability to learn and use a variety of computer software programs in performing duties.
· Exercise good judgement and be able to maintain a high level of confidentiality.
· Excellent written and verbal communication skills.
· Work in a team environment while demonstrating initiative, integrity, and accountability.

	Work Environment: 
· This position primarily works in an office setting with standard office equipment, artificial lighting and temperature control.

	Physical/Mental Abilities: 
· Ability to move IT materials, such as files or boxes of documents, standard computer equipment weighing up to 50 lbs. 

	Equipment Used:  	
· Telephones, computers with office automation, printer, facsimile, keyboard, mobile devices (iPads, iPhones, Cradle points, Mi-Fis) hand carts, step ladders and pallet jacks; personal and commercial vehicles.



	 

	Employee Name (Print)

	Signature

	Date


	Supervisor Statement:
I have discussed the duties outlined in the duty statement and provided a copy to the employee.

	Supervisor Name (Print)

	Signature

	Date


	State Personnel Office Use Only

	
State Personnel Certification: Approval

	C&P Analyst Name (Print)

	Signature

	Date
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As an employee of the California Military Department (CMD), you are required to perform the essential
functions of the position with or without reasonable accommodation. The incumbent is also expected to work
cooperatively with internal stafflexternal partners and treat others fairly, honestly and with courtesy and

respect. In addition to providing the highest level of customer service while meeting the CMD mission.
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Employee Certification:
This duty statement reflects the typical duties of the essential functions described for the position. Itis not
considered an allnclusive list of work requirements. | have read and discussed the duties of this position with
my supervisor and understand | may perform other duties as assigned, including but not limited to, work in
other functional areas to cover absences, peak work periods, or balance workload

I certify | possess qualifications, including but not limited to, integriy, initiative, dependability, good judgment,
and the ability to work cooperatively with others. Additionally, | am able to perform the assigned duties with or
without reasonable accommodation. Should | have any concems performing the assigned duties, | will discuss
them with the hiring manager who will provide information for the Return-To-Work Coordinator.

I have read the duty statement and discussed the duties with my supervisor.
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