Property Management Representative

Role:   Serve as organizational contact for all day-to-day activities related to Property Management.

Responsibilities:

· Process Master Property Records on a timely basis.

· Process Sensitive Item Receipt Acknowledgement Form for all sensitive items.

· Verify property file for accuracy and send necessary changes to Property Management section of the Procurement and Property Management Division.

· Process paperwork for any movement of equipment outside the organization.

· Accompany Property Management and DOE on walkthrough inspections.

· Process paperwork for Employee Long Term Property Passes and Loans for outside organizations.

· Notify the Property Management Section of any untagged and unverified information.

· Process necessary paperwork to retire property assigned to the organization.

· Report loss, destruction, or damage of equipment to Police Headquarters and participate in the investigation.

· Participate in property and precious metals inventory on an as-needed basis.

Accountabilities:

· To organization management for timely and accurate completion of assigned work

· To organization and Property Management for timely and accurate reporting of Property Management concerns and for compliance with Property Management policies, standards, and procedures

Authorities:

· Take needed action to ensure compliance with Property Management policies, practices, and procedures.

· Maintain standards and procedures for assigned Property Management functions.

· Identify and take appropriate training to ensure effectiveness of the Property Management functions.
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