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DUTY STATEMENT

Classification:		Property Inspector (Specialist)
Job Title:			Asset Management Specialist
Name:			(First, Last)
Scheme/Class Code	CO60-1547 
Position Number:	006-1547-010 
Reports to			Assistant Chief (Supervisor I)
FLSA Status:		WWG 2 
Division:			Administrative Services Division
Location			Business Services Section
Primary Assignment:	Asset/Property Management and Control


JOB OBJECTIVES:
Under the direction of the Assistant Chief (Supervisor I), the Property Inspector Specialist (PIS) is responsible for asset management and control of assets for administrative, Business Enterprises Program (BEP), and case services asset types for approximately 1/3 of the nearly 20,000 items in approximately 500 facilities. Conduct a physical inventory of approximately 1/3 of all property recorded on the inventory database Fi$Cal every two years to reconcile the actual property with the inventory from the department’s inventory database of inventory records, Fi$Cal. Responsible to provide technical assistance to assigned units/facilities regarding acquisitions, transfers, surveys and other actions related to asset management.

ESSENTIAL JOB FUNCTIONS:

Performs the following duties: 

35% Property- Asset Management: 
Monitoring and knowledgeable of current applicable statutes, regulations and policies including State Administrative Manual (SAM), Rehabilitation Administrative Manual (RAM), Department of General Services (DGS) - Management Memos, Directives, grants, contracts, and other applicable policies.
Maintaining a professional working relationship and liaison with control agencies including the DGS, the Rehabilitation Services Administration; department districts, branches, and sections; the BEP staff and Vendors; and the grant and contract holders; working to resolve issues and/or concerns as they arise.
Review and processing of documents for accuracy and completeness, approval and creation of asset records in the Fi$Cal and issuance of identification asset tags. Transferring of assets including the timely review and processing documents for accuracy, completeness, approvals, and conducting timely Fi$Cal asset management updates. Disposal of assets including the timely review and processing of documents for accuracy, completeness, approvals and recording. Maintaining of asset databases including Fi$Cal and the transactions database for survey and transfers.
Preparation of forms, reports and correspondences related to the asset inventory tracking. Research and reconcile discrepancies, omissions, and inaccuracies with all elements of the asset controls including acquisitions, transfers, disposals, etc. Assists in the recycling efforts for surveyed assets by recommending the most feasible alternatives to disposal, such as transfer or donation.  

35% Inventory Control:
Conduct physical inventory of approximately 1/3 of all property recorded on the inventory database system (FI$Cal) on a two year cycle to reconcile the actual assets/property with the inventory records from the FI$Cal. Scheduling site visits to include: identification of facilities to be inventoried accounting for maximization of travel, proximity of facilities, time since last PIS inventory and program inventory; coordinating with facility representatives and program representatives as warranted. Works with the department’s Information Technology Division to assist and maintain the tracking of IT assets, transfer and disposal of assets including the timely review and processing documents for accuracy, completeness, approvals, and conducting timely database changes and recording of assets department wide. Maintaining asset databases including FI$Cal and the transactions database for survey and transfers. Ensuring the property recorded on Fi$Cal is located at the facility to include: extracting inventory reports for the respective inventories; auditing reports to identify assets in transfer and pending disposition; verifying assets on the ad hoc reports to assets on site; documenting and resolving discrepancies; Ensure that property located at the facility for which the department has title and meeting the requirement for recording on Fi$Cal has been properly recorded to include: accounting for all assets at the facility that are not listed in the Fi$Cal report printouts; determining the item ownership, acquisition cost and status; document discrepancies. Conduct reconciliations through research and review of Fi$Cal reports, transaction records, contracts, etc., to resolve discrepancies. Prepare reports detailing the findings, actions to be taken, and applicable timelines, and track findings to resolution. Initiates annual program physical inventories and monitors them to ensure accuracy and reconciliation to available records i.e. transfers, acquisitions, dispositions; ensures findings are properly documented and tracked to resolution. Maintains a professional working relationship with all individuals during the course of inventories.
Initiates annual program physical inventory site visits and monitors them to ensure accuracy and reconciliation to available records i.e. transfers, acquisitions, and dispositions; ensures findings are properly documented and tracked to resolution to asset management, property control and inventory. 

20 % 	Various Responsibilities 

Responsible to provide technical assistance to assigned units/facilities regarding acquisitions, transfers, surveys and other actions related to asset management.
Develop and present asset training to department staff, BEP staff and vendors, grant and contract holders; trains assigned units/facilities on the physical inventory process, the establishment and maintenance of asset record files, the completion of inventory forms, and the placement of identification asset tags.
Participate in data collection and tracking, as directed by management, to include recycling, section workload analysis, etc. Assists in office relocations including transferring asset locations, changing and creating address table entries, database updates; Participates in asset control process and procedural development and enhancements. Conducts asset related audits and investigations as directed by management; makes effective recommendations and tracks issues to resolution.


MARGINAL JOB FUNCTIONS:

10%
Perform other duties within the class specifications and as directed by
Management including backup to other sections’ staff i.e. mail and courier services.

Travel: 	Up to 50% of travel is required to perform inventory site inspections, conduct presentations or attend conferences or training or meetings, as needed. 



All Times:	Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  



Consequence of Error: 

This position has responsibility to help ensure that the principles and practices of the Division are carried out and implemented in accordance with the Department’s mission, policies, and procedures, as well as federal, state, and local laws. Lack of knowledge, inaccurate work, misunderstanding, poor judgement, or inadequate analyses could result in misleading information being provided to the Department, state and local agencies or create misleading perceptions.

















Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.


________________________________		___________
(Employee’s Name)					Date



_______________________________		____________
(Supervisor’s Name and Title)			Date

Original:  Employee’s Official Personnel File
Copies:  Employee and Supervisor’s drop file

Rev: 03/26/2025		
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