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OFFICE OF THE STATE CONTROLLER
PROPOSED 
DUTY STATEMENTS
	EMPLOYEE NAME


	DIVISION

Unclaimed Property Division

	CLASSIFICATION TITLE

Analyst I 
	UNIT NAME - LOCATION

Reporting Unit – Sacramento

	WORKING TITLE

Analyst I
	POSITION NUMBER

051-550-5157-XXX

	
	EFFECTIVE DATE




SECTION A: GENERAL DESCRIPTION 
The Analyst (A I) is assigned duties and responsibilities commensurate with the analyst’s background and training. Under supervision of a Supervisor I of a Reporting Unit in the Holder Operations Bureau, the A I performs work of average difficulty in a wide variety of consultative and analytical staff services assignments such as program evaluation and planning, training and other related work. Work at this level is distinguished from lower-level assignments by the analytical and evaluative nature of the work, rather than the performance of process-oriented assignments. 
The A I will be responsible for reviewing the more complex reports and assisting with implementing program changes and procedures for functions related to the Unclaimed Property Program. Additionally, the A I will research, analyze and write procedures, train staff on procedures and develop statistical reports for management to use for making business decisions that impact operational needs and shifting of resources based on those needs. 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%
	Act as Lead for a team comprised of Program Technicians I/IIs. Process the more complex digital reports and resolve the more difficult rejects from their team. Research and analyze more complex holder reports as submitted to the SCO under the UPD. Provide professional level responses orally and in writing to the holder community.

	25%
	Conduct research and analysis to review and verify data and information contained in more difficult Unclaimed Property reports for completeness, accuracy, and compliance with law and regulations and reporting procedures. Take necessary action to correct reporting deficiencies, which includes contacting holders or administrators and working to obtain clarification of information and/or additional data, using written or telephone communications.

	15%
	Provide responses via telephone or written communication to holders of Unclaimed Property, seeking information or clarification of more complicated issues related to the Unclaimed Property Law, NAUPA II compliance programs, and penalties for untimely reporting.

	15%
	Research and develop unclaimed property processing procedures and write desk procedures for report evaluation. Coordinate and conduct trainings and assist in continuously improving the curriculum and materials used to train staff on reviewing and processing reports.  Provide sensitive and detailed program information to departmental officials, employees, and holders regarding the UPL, procedures, and policies.

	10%
	Work on special projects that include testing the database system and writing reports for statistical analysis. Prepare project tracking spreadsheets and issue papers. Run designated system reports and provide data to management. Represent the Bureau while on teams and in work groups that have divisional, departmental, and/or statewide impact on the Unclaimed Property Program. Work on complex and/or sensitive projects that have a direct impact on the efficiency and/or effectiveness of the Bureau.


 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 A 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 A 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 A I will have access to very sensitive and confidential information. The A I will be required to exercise good judgement and routinely make decisions and/or recommendations on the Unclaimed Property Division’s (UPD) program and processes related to the Reporting 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 Supervisor I. Careless, accidental or internal disclosure of information to unauthorized persons can have far-reaching effects, which may result in civil or criminal actions against those involved.
SECTION G: PERSONAL CONTACT

The A I may independently confer with staff and appropriate management in the UPD on a regular basis. The A 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 A I will work in a climate-controlled office under artificial lighting. The building is single-story. The A I will work in an open environment with low wall cubicles in close proximity to other staff and with sound elevated by the use of copy machines, printers, folding machines, fax machines and scanners and the presence of daytime cleaning staff. However, there are times when outdoor work and in-town travel may be required when assisting in other UPD sections that may require delivery and/or pick up of mail, which can expose the A I to weather changes based on climate.
SECTION I: PHYSICAL REQUIREMENTS

The A I may be required to sit for long periods of time using a keyboard and dual monitors and may also need to lift and move Archive 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 item required to be lifted or carried is a 30-pound Archive box typically moved at least twice on a daily basis up to 10 feet.


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 02/17/17 (HR/Ian approved 03/03/17)

Rev. 10/16


