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OFFICE OF THE STATE CONTROLLER
Proposed
DUTY STATEMENT 
 
	EMPLOYEE NAME 
TBD
	DIVISION 
Unclaimed Property Division 

	CLASSIFICATION TITLE 
Analyst II 
	UNIT NAME - LOCATION 
Outreach and Compliance Unit – Rancho Cordova 

	WORKING TITLE 
Holder Outreach Analyst 
	POSITION NUMBER 
051-550-5393-076

	 
	EFFECTIVE DATE 
 TBD


 
SECTION A: GENERAL DESCRIPTION  
 
With direction provided by the Supervisor I of the Outreach and Compliance Unit (OCU) of the Holder Operations Bureau (HOB) of the Unclaimed Property Division (UPD), the incumbent will be the lead analyst in outreach efforts to businesses that may be holding unclaimed property making them aware of the Unclaimed Property Law (UPL) and California’s Voluntary Compliance Program (VCP). In addition, the incumbent will act as lead over two Program Technician II staff performing administrative functions. Duties include, but are not limited to, the following: 
 
SECTION B: ESSENTIAL FUNCTIONS 
 
Candidates must have the ability to perform the following essential functions with or without reasonable accommodations. 
 
Percentage of 
  Time Spent  	 	 	 	Typical Task 

	35% 
	Represent the UPD at educational holder outreach events, business shows and conferences throughout the State. Identify potential outreach and education events, negotiate exhibitor prices, and manage the logistics of each event. 
 
Schedule annual event plan and budget, prepare proposals for upcoming events, and prepare reports detailing past events.  

	20% 
	Plan and organize all aspects of VCP enrollment, participation, status, and progress. Coordinate, track and monitor holder enrollment in the VCP, and conduct follow up with enrolled holders.   
 
Network with trade associations and state and local government agencies to pursue partnerships at events, the advertising and promotion of and opportunities to provide outreach articles and other informational items in associations’ newsletters and circulars about the VCP. 

	20% 
	Act as subject matter expert on VCP and legislation. Develop informative and educational VCP instructions, forms, policies, and procedures independently. Develop notification letters and telephone call scripts for various businesses to ensure compliance with UPL and VCP.  
 
Act as lead over Program Technician II staff responsible for administrative tasks performed in the unclaimed property management system as well as preparation and dissemination of VCP correspondence. 

	10% 
	Advise and assist management on internal operational issues within the UPD.  Assist businesses and corporations in implementing specific procedures relative to the voluntary compliance program and the UPL. Prepare correspondence for management, including responses to sensitive issues. 


 	 	 
SECTION C: NON-ESSENTIAL FUNCTIONS 
 
	10% 
	Host and present educational training to educate holders of unclaimed property on the unclaimed property laws and the reporting process. Disseminate training handouts and answer attendee questions.  

	5% 
	Perform research and develop methods to obtain data from other agencies and subscriber databases to compare unclaimed property reporting for the purpose of identifying non-compliant businesses. Compare obtained research data to unclaimed property reporting data for the purpose of identifying companies not reporting or reporting intermittently. Develop and evaluate alternative strategies for achieving maximum outreach and compliance from holders of unclaimed property. 


 

SECTION D:  ADA REQUIREMENT Alternative will be provided for incumbents who are unable to perform the nonessential functions of the job because of a disability as defined by the Americans with Disabilities Act. 
 
SECTION E: KNOWLEDGE, SKILLS AND ABILITIES 
 
The Analyst II (AII) is a full journey-level analyst class. The OCU AII performs the more responsible, varied and complex technical analytical assignments.  They must possess knowledge of principles, practices and trends of the UPL and regulations and be able to interpret and apply them on a daily basis. The incumbent must be familiar with the State Controller’s Unclaimed Property Division mission and goals and be able to apply the OCU’s strategic objectives needed to accomplish those goals. 
 
The AII must be able to reason logically and creatively, develop and evaluate alternatives, and analyze data and present ideas and information effectively.  The incumbent must be able to coordinate the work of others, act as a team leader, and appear before executive and other committees. 
 
The AII must demonstrate a positive attitude and commitment to conduct business in a professional manner in dealing with the public and internal clients, and they must provide quality customer service to all customers. 
 
SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR) 
 
The AII will be required to exercise good judgment and routinely provide information to the public on the UPL and mandated reporting requirements, which will affect holders’ ability to comply with the UPL and UPD’s management to achieve its desired objectives. Additionally, inappropriate judgment on special projects may delay final product delivery and compromise accuracy of time sensitive information to management, Executive Office, and/or the public. Work may be occasionally checked by the Supervisor I or Supervisor II.   
 
The incumbent will have access to sensitive and confidential information.  Careless, accidental, or intentional disclosure of information to unauthorized persons may have far-reaching effects, which may result in civil or criminal actions against the SCO and those involved. 
 
 
SECTION G: PERSONAL CONTACT 
 
The incumbent may independently confer with all levels of staff and management in the Division on a daily basis. The AII may also consult with personnel at other SCO divisions (including the Controller’s Executive staff), State, local, and Federal agencies. The AII will communicate with holders and potential holders of unclaimed property. 
 
SECTION H: WORK ENVIRONMENT 
 
While not at the base of operation at UPD Headquarters in Rancho Cordova, employee will work at a secure remote location. While at the base of operation, employee will work in a climate-controlled office under artificial lighting. This position provides telework opportunities, including the ability to work fully remote. This position also requires occasional travel within the State of California. The incumbent may be responsible for safely operating and driving a State or private vehicle. When traveling, the incumbent may be subject to the elements of the destination.  
 
SECTION I: PHYSICAL REQUIREMENTS 
 
 
	Check the frequency of activity required of the employee to perform the job 

	Activity 
(Hours per day) 
	Never 
(0 Hours) 
	Occasionally 
(up to 3 hours) 
	Frequently 
(3 to 6 hours) 
	Constantly 
(6 to 8 hours) 

	Sitting 
	 
	 
	X 
	X 

	Walking 
	 
	X 
	 
	 

	Standing 
	 
	 
	X 
	 

	Bending (neck/waist) 
	 
	X 
	 
	 

	Squatting 
	 
	X 
	 
	 

	Climbing 
	X 
	 
	 
	 

	Kneeling 
	 
	X 
	 
	 

	Crawling 
	X 
	 
	 
	 

	Twisting (neck/waist) 
	 
	X 
	 
	 

	Is repetitive use of hand(s) required? 
	 
	 
	 
	X 

	Simple Grasping (R or 
L) 
	 
	 
	 
	X 

	Power Grasping (R or L) 
	 
	X 
	 
	 

	Fine Manipulation (R or 
L) 
	 
	 
	 
	X 

	Pushing/Pulling (R or L) 
	 
	X 
	 
	 

	Reaching (above/below shoulder level) 
	 
	 
	X 
	 

	Lifting/Carrying 
	The incumbent may occasionally travel and be required to assist with UPD equipment, such as a laptop computer, printed materials, and a backdrop display. UPD event equipment may weigh up to 40 pounds and is stored and transported in cases with wheels. The incumbent may be required to lift, push, and pull event equipment, including set up and tear down, while transporting via airplane or vehicle. Equipment may need to be lifted, pushed, and pulled from a parking lot to a building where the event is taking place. 


 
 
 
 
SECTION J: SIGNATURE 
 
By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement. 
 
 
 
________________________________________ 	_____________________ 
Employee Signature 	 	 	 	 	Date 
 
 
I have discussed and provided a copy of this duty statement to the employee named above. 
 
 
_______________________________________ 	_____________________ 
Supervisor Signature 	 	 	 	 	Date 
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