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 Class Specifications 
 for the Class: 
 
 INVENTORY MANAGEMENT SPECIALIST 
 
 
Duties Summary: 
 

Develops and advises on the inventory management of State-
owned, Federal-owned, contract and/or donated property; 
establishes and maintains a system of central inventory 
recordkeeping and verification; prepares various reports and 
performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class involves responsibility for inventory management 
of State-owned, Federal-owned, contract and/or donated property 
which is worth a substantial amount in monetary terms.  A 
position in this class is normally of two types: 
 
1) The Inventory Management Specialist in the State’s central 

accounting agency with inventory management responsibility 
for all State-owned property. 

 
2) The Inventory Management Specialist is one of the largest 

state departments with responsibility for the department's 
inventory management of State-owned, Federal-owned, contract 
and/or donated properties. 

 
Examples of Duties: 
 
 Reviews and recommends policies, rules and regulations, and 
procedures pertaining to the life-use and inventory levels of 
equipment and supplies, valuation of equipment and supplies, and 
the marking and tagging of equipment and furnishings; develops 
standards relative to the life-use of equipment pertinent to 
scheduling equipment retirement and replacement; studies and 
recommends standards on appropriate inventory levels of supplies 
and equipment in State agencies; advises the budget requests for 
supplies and equipment; reviews and advises on the 
appropriateness of the valuation of equipment, supplies, 
structures and improvements; develops and establishes standard 
descriptions and nomenclature for real and personal property 
owned by the State, the Federal government and/or others; advises 
property custodians and others on appropriate methods of 
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inventory control and inventory recordkeeping; reviews and 
revises the code for identifying classes of property, and the 
methods of tagging and marking equipment and furnishings; checks 
and verifies reports of inventory of materials and supplies, 
equipment, land, structures and improvements for which State 
agencies are accountable; meets with State and departmental 
officials and employees to explain policies and procedures for 
inventory management and control; follows-up with property 
custodians and others on the completion of inventory reports, and 
visits departmental personnel to verify reports; works with other 
organizational units of the departments and central accounting 
agency in processing inventory reports and changes thereto; 
prepares appropriate reports and recommendations; may supervise 
others in checking and verifying physical inventory, records and 
reports, and/or in performing other related inventory management 
work. 

 
Knowledge and Abilities Required: 
 
 Knowledge of:  Methods of inventory control and determining 
appropriate inventory levels; equipment and supply classification 
and identification; methods of equipment and supply valuation; 
methods of determining equipment life-use; office practices and 
procedures. 
 
 Ability to:  Develop standards, methods and procedures, and 
advise on inventory management; secures and evaluate facts, and 
draw sound conclusions therefrom; determine the condition and 
value of equipment; plan, organize and perform the central 
recordkeeping and verification of inventory; meet and deal 
effectively with others; speak and write effectively. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is an amendment to the specification for the class 
INVENTORY MANAGEMENT SPECIALIST, which was approved on May 17, 
1962. 

 
 

DATE APPROVED: 11/2/1971 /s/  David K. Luke Jr. 
  for   JAMES H. TAKUSHI 

Director of Personnel Services 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


