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Classification Specification
	

	
	2631200

	
	INVENTORY SPECIALIST SUPERVISOR



Class Summary

The responsibilities of this classification include overseeing the day-to-day operations of the King County surplus personal property facility, supervising staff and monitoring King County non-real-estate personal property for assigned areas.    
Distinguishing Characteristics

This is the second level in a two-level classification series.  This classification supervises assigned staff and oversees and records property management transactions and conducts field audits and physical inventories to verify agency listings for assigned areas in the County.  

This classification is distinguished from an Inventory Specialist in that positions at the Supervisor level are responsible for the overall management and supervision of inventory specialists engaged in the disposal of surplus personal property.  

Examples of Duties (May vary by position)

1. Supervise assigned staff by performing or participating in the following personnel responsibilities: training, staff selection, recommending and/or implementing disciplinary actions, responding to grievances, recommending termination, attending unemployment hearings, and assisting with labor relations issues. Evaluate and document work performance formally and informally; coach, counsel, monitor and motivate assigned staff. Establish and/or prepare staffing schedules.

2. Provide day-to-day program policy direction and ensure program consistency with established policies and procedures; interpret and explicate King County policy to client agencies and relevant state, federal and local laws to public.

3. Oversee and record property management transactions in the County’s Fixed Asset System; research, troubleshoot, resolve problems and update changes.  Record inventory annually as a public record; review and reconcile property inventory records for County agencies.

4. Design and produce inventory reports for client agencies; prepare and maintain a documentation audit trail and conduct field audits and physical inventories to verify accuracy of agency listings.

5. Coordinate and implement regional events and act as lead to other department staff or outside organizations.

6. Monitor section budget and expenditures; participate in budget development.

7. Act as representative and/or advocate of the agency at various internal and/or external levels; research and establish contacts with community members and groups and serve as division or section liaison.

8. Determine method of disposal of surplus property; plan, organize and conduct sealed bid sale of personal property; prepare bid property and specifications and bill of sale; research fair market value and negotiate price.

9. Evaluate surplus items to determine whether they have sufficient value to warrant reuse or resale, or only disposal or scrap; conduct annual vehicle auction and act as title clerk; maintain detailed document sale files.

10. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of federal, state and county applicable laws, policies and procedures

Knowledge of supervisory techniques and principles

Knowledge of budgeting techniques and principles; basic accounting principles and record keeping

Knowledge of property management theory and techniques

Oral and written communications skills

Project and time management skills

Analytical and problem solving skills

Skill in team building, coaching and counseling employees to achieve performance objectives

Skill in taking immediate corrective action and/or recommending disciplinary procedures

Licensing, Certification and Other Requirements

Requires Washington State Driver’s License and a ten-year background check
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt 

	Levels within same series
	Inventory Specialist and Inventory Specialist Supervisor
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