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�ADVANCE \u7�


DEFINITION:


Performs mail clerk/carrier functions; warehousing and inventory management activities involving the receipt, distribution, and delivery of property and supplies to all Court locations; and other work as required.





DISTINGUISHING CHARACTERISTICS:





Court Property Specialist I:  This is the entry level class.  Under general supervision, incumbents perform mail clerk/carrier functions; the more routine warehousing activities; and minor modification to equipment or facilities and/or work requests.





 Court Property Specialist II:  This is the journey level class.  Under general supervision, incumbents perform the full scope of duties related to the acquisition of supplies and inventory management. Typically, duties require the exercise of independent judgment, involve considerable contact with judicial officers, varied levels of court and county staff, and public sector vendors; and interpretation of court and county rules, policies and procedures. 





EXAMPLES OF DUTIES:


The basic duties include:  Receives, stores, issues, records, delivers and disposes of materials, supplies, equipment and fixed assets; maintains records documenting warehousing activities; loads, transports and delivers supplies, equipment, documents, forms, files and other commodities to branch court locations; receives, sorts, distributes and delivers incoming and outgoing mail; performs minor facility modification and/or work requests; and prepares and maintains logs. 





The more advanced duties include:  Provides technical guidance and training to lower level staff; assists in determining and allocating expenses to appropriate cost centers; estimates future supply needs; orders and procures supplies and equipment; prepares requisitions; updates automated inventory management tracking system; interacts with vendors, county departments, judicial and other court staff; assists in the establishment of mail routes and schedules; plans, organizes and implements projects related to moves which require physical effort; researches and recommends revisions to existing procedures to achieve greater operational efficiency; researches and identifies available products and resources.





MINIMUM QUALIFICATIONS:


Knowledge of:


    •	Modern inventory control practices and physical asset security.


    •	Generally accepted warehousing procedures and record keeping methods.


    •	Safety practices and techniques.


    •	Court operations, organizational structure, and operating procedures and policies.


    •	Proper operations of warehousing equipment such as dollies, hand trucks, pallet jacks, etc.


    •	Operation of modern office equipment to include postage machine, copiers and personal computers.


    •	Postal regulations, requirements and machines.


    •	County requirements and state laws related to the operation of county owned vehicles.


�
Court Property Specialist II (In addition to the above):


    •	Supervisory techniques, methods and practices in a public agency.


    •	County procurement and contracting requirements.





Skills and abilities to:


    •	Communicate effectively, both verbally and in writing.


    •	Use good judgment, tact, courtesy and maintain confidentiality.


    •	Review documents and records for correctness of form, sufficiency of information and conformance with prescribed requirements.


    •	Maintain records, logs and filing systems.


    •	Operate a wide variety of tools, equipment and machinery as used in postal, warehousing and office operations and environments.


    •	Perform basic arithmetic operations.


    •	Safely operate a motor vehicle.


    •	Follow verbal and written instructions.


    •	Safely lift up to 100 pounds.


    •	Operate a personal computer.


    •	Read, interpret and explain to others departmental policies and procedures.





Court Property Specialist II (In addition to the above):


    •	Assign and evaluate work activities given to others.


    •	Plan, organize and implement projects.





EDUCATION/EXPERIENCE:





Court Property Specialist I:	One (1) year of full-time experience in a responsible warehousing or mail clerk position.  Completion of directly related training program may be substituted for up to six (6) months of the required experience.





 Court Property Specialist II:	One (1) year as a Court Property Specialist I with the San Diego Superior Court or equivalent position with the County of San Diego; OR two (2) years of full-time experience in a responsible warehousing position.  Experience with an automated inventory management system is highly desirable.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:


Licenses:  A valid California class 3 driver's license is required at the time of appointment and must be maintained throughout all periods of employment in this classification.  Incumbents must possess and maintain a good driving record, which is subject to verification, during the selection process and throughout the course of employment in this classification.


Working Conditions:  Incumbents may be exposed to noxious fumes, confined work spaces, wide temperature variances and outdoor weather conditions.


Physical Requirements:  Incumbents must be able to physically move large and bulky objects weighing up to 100 pounds; bend; stoop; lift; carry; walk; raise arms and reach above shoulder height.  Incumbents must be able to operate a motor vehicle to include trucks and vans.
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