JOB OPPORTUNITY

CALIFORNIA DEPARTMENT OF INSURANCE

PROPERTY CONTROLLER I
$3,363 - $4,208
FRAUD DIVISION — NORTHERN REGION
SACRAMENTO OR BENICIA

RESPONSIBILITIES:

Under the direction of the Staff Services Manager Ill, the Property Controller Il is the lead of
designated property staff within multiple Northern Regional Offices. The incumbent works with
Enforcement Branch Headquarters, the regional office Captains or designees and is responsible
for property acquisitions, transfers, and surveys annually. All work to be accomplished in
accordance with the California Department of Insurance (CDI), Fraud Division Manual,
Enforcement Branch’s (EB) Policy and Procedures Manual (PPM), directives and bulletins. The
incumbent performs tasks by utilizing various computer databases and software packages
including but not limited to, Microsoft Access, Word, Excel, PowerPoint and Outlook. Travel via
public and/or private transportation (i.e. airplane, automobile, etc.) may be required.
Background check, finger printing, and a medical exam are required.

DESIRABLE QUALIFICATIONS:

e Knowledge of methods and practices in recording, inspecting, maintaining, receiving, issuing
and recording inventory; accounting for and disposing of property and state records in
accordance with applicable Government Code(s), the State Administrative Manual (SAM), and
departmental policies and procedures;

¢ Knowledge of departmental automated systems and various Microsoft applications such as
Word, Excel, Access, etc.;

e Must possess organization skills;

e Ability to work in a team environment with commitment and a cooperative attitude;

e Ability to lift containers not to exceed 50 pounds and to utilize an OSHA approved step
ladder;

e Ability to work independently using sound judgment and willingness to exercise a high
degree of initiative;

Ability to handle sensitive and confidential issues and materials;
Ability to maintain a courteous and professional demeanor at all times;
Excellent public relations skills and communications skills.

WHO MAY APPLY:

Applications will be accepted from current State employees at the Property Controller Il level,

those with transfer eligibility, or those with list eligibility. All applications will be reviewed;
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however, only the most qualified candidates will be interviewed. All applicants must clearly
indicate the basis of their eligibility (i.e., SROA, surplus, reemployment, reinstatement,
transfer, or certification list eligibility) on the state application.

All applicants, regardless of the type of eligibility, must provide proof of meeting the Minimum
Qualifications of the classification. To view the Minimum Qualifications, please visit CalHR Job
Descriptions and type in either the class code or title of the classification for which you are

applying.

Failure to provide proof of meeting the minimum qualifications of the classification through
experience and/or education (if required) will eliminate you from being considered for the position.

APPLICATION PROCEDURE:

Please mail a completed standard State Application STD 678, a Criminal Record Supplemental
Questionnaire, and proof of meeting the minimum qualifications of the classification to Judy
Turner-Fitzell, Department of Insurance, Human Resources Management Division, 300 Capitol
Mall, 13" Floor, Sacramento, CA 95814.

Failure to provide proof of meeting the minimum qualifications of the classification
through experience and/or education (include copy of college degree and/or transcripts if
required) will eliminate you from being considered for the position.

Failure to include a completed Criminal Record Supplemental Questionnaire with your
application may eliminate you from being considered for the position. The criminal
supplemental questionnaire may be accessed through the CalHR jobs Web site:
http://jobs.ca.gov/pdf/crsg.pdf.

DO NOT EMAIL APPLICATION. Emailed applications will not be accepted. PLEASE
INDICATE “PROPERTY CONTROLLER I, PSN # 413-189-1549-005" ON THE STATE
APPLICATION. Applications must be postmarked by the final filing date to be
considered. For additional information, please call Elizabeth Reyes at (916) 492-3310.

FINAL FILING DATE: Until Filled

NOTES: Possession of minimum qualifications will be verified prior to interview
and/or appointment. If it is determined an applicant does not meet the
minimum qualifications, the application will be forwarded to CalHR for
review and the applicant’s name may be removed from the eligibility list.
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If you are applying for more than one recruitment, a separate State Application (STD. 678)
is required for each recruitment for which you would like to be considered.

05/20/15

DO NOT SUBMIT APPLICATIONS TO CalHR
The State of California is an equal opportunity employer to all, regardless of age, ancestry,
color, disability (mental and physical), exercising the right to family care and medical leave,
gender, gender expression, gender identity, genetic information, marital status, medical
condition, military or veteran status, national origin, political affiliation, race, religious creed, sex

(includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual
orientation.

Consumer Hotline (800) 927-HELP e Producer Licensing (800) 967-9331



