Position Number: 051-550-5157-XXX 
       Name:
Date: 

OFFICE OF THE STATE CONTROLLER
Proposed
DUTY STATEMENT

	EMPLOYEE NAME


	DIVISION

Unclaimed Property Division

	CLASSIFICATION TITLE

Analyst I
	UNIT NAME - LOCATION

Locator, Intake and Mail Section – Sacramento

	WORKING TITLE

Support 
	POSITION NUMBER

051-550-5157-XXX

	
	EFFECTIVE DATE



SECTION A: GENERAL DESCRIPTION 
The following units operate separately while supporting each other based on operational needs: The Intake Unit is responsible for entering and scanning all claims received and filing the claims for evaluation at a future date; the Locator Unit is responsible for locating and sending claim packages or other correspondence to potential claimants based on their last known address provided by holders and working with the Franchise Tax Board to either confirm the current address or obtain a new address when reported information meets a specified criteria; and the Mailroom Unit is responsible for processing all incoming mail delivered to the Unclaimed Property Division (UPD), including sorting and distributing correspondence to the appropriate unit and collecting and sending outgoing correspondence.
The Analyst I is assigned duties and responsibilities commensurate with the analyst’s background and training. Under the general supervision of the Supervisor I of the Locator/Intake/Mailroom Unit within the Support Services Bureau, the Analyst I performs work of average difficulty in a variety of analytical and program support assignments related to unclaimed property operations. Work at this level is distinguished from lower-level assignments by the analytical and evaluative nature of the work rather than the performance of routine processing tasks.
The Analyst I assists in the development and implementation of methods for locating potential owners of unclaimed property escheated to the UPD. The Analyst I conducts research using approved locator resources, reviews and processes claim forms and provides technical information to departmental clientele and the public. The Analyst I develops a working knowledge of SCO interdepartmental functions to ensure correspondence is routed appropriately and in a timely manner. The Analyst I operates in accordance with established procedures and generates and analyzes statistical reports for management to support operational decisions and distribution.

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
	40%
	Conduct research to locate the rightful owner of high-value, high-share, and Government Auto-Pay eligible unclaimed property that has escheated to the State of California. Initiate and assist potential property owners with the process for submitting claims to the UPD. Research unidentified property and analyze claim documentation to ensure accuracy and completeness.



	20%                           
	Review and update processes for locating potential owners of unclaimed property using approved locator resources. Seek information on new sources for locating potential owners and make recommendations to the Unit Supervisor.

Coordinate with management to develop and maintain training guides, procedures, and cross-training efforts.



	15% 
	Generate and analyze the results of the notice batch process.  Collaborate with other areas within SCO to print notices sent to potential property owners. 

	15%

	Perform program analysis and apply principles and techniques to improve operational efficiency. Make recommendations for procedural improvements and assist in writing procedures, policies, and program alternatives for the Locator Section.



	5%
	Serve as a subject matter expert for the unclaimed property system and oversee document digitization and records management.

Create and maintain statistical reports and provide daily, weekly, and monthly updates to management. Represent the Bureau on teams and workgroups with divisional, departmental, or statewide impact. Provide backup coverage for staff within the Bureau and Division. Cross-train and provide support to address fluctuating Bureau workload needs.



	5%
	Assist Intake Unit by responding to more complicated inquiries as needed.


 SECTION C: NON-ESSENTIAL FUNCTIONS

	0%
	None


SECTION D:  ADA REQUIREMENT

Alternative will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

The Analyst I has knowledge of principles, practices and trends of public and business administration, management and supportive staff services such as analysis of government functions and organizations. 

The Analyst I has the 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.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)
The Analyst I will have access to very sensitive and confidential information. The Analyst I will be required to exercise good judgement and routinely make decisions and/or recommendations on the UPD’s program and processes related to the Intake, Locator and Mail Units for the Unit Supervisor’s consideration on issues which will affect the ability of management and the UPD to achieve its desired objectives. Work may be occasionally checked by the Unit Supervisor. Careless, accidental or internal disclosure of information to unauthorized persons can have far-reaching effects, which may result in civil or criminal actions against the SCO and those involved.
SECTION G: PERSONAL CONTACT

The Analyst I may independently confer with all levels of management in the UPD on a regular basis. The Analyst I may also consult with personnel in other units and departments as well as the general public and outside organizations.
SECTION H: WORK ENVIRONMENT

The Analyst I will work in a climate-controlled office under LED lighting. The building is single-story. 
SECTION I: PHYSICAL REQUIREMENTS

The Analyst I may be required to sit for long periods of time using a keyboard and dual monitors and lift boxes. 
	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

	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 heaviest items required to lift are boxes weighing up to 50 pounds each on an occasional basis within the Intake, Locator and Mailroom Units.


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
Updated 02/12/2026
Rev. 10/16

Updated 02/12/2026 

