California Department of Justice
Property Controller II
Training and Experience Questionnaire

This Training and Experience Questionnaire is the examination process for the classification of Property
Controller 1l. The results of this examination will determine your placement on the hiring list for the
classification should any open positions become available.

The assessment is a self-rating process. In the following pages, you will rate yourself on a series of
statements designed to measure how your education and work history has provided you the essential
knowledge, skills, and abilities required to successfully perform in the Property Controller Il position.
The overall assessment consists of five (5) sections:

e Administrative

e Automated Systems

e Handling of Evidence

e Procurement and Inventorying
e Surveying/Vehicles
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General Instructions/Affirmation

The Training and Experience Questionnaire is the sole component of the Property Controller I
examination. To obtain a position on the eligible list a minimum score of 70% must be received. The
instructions below should be read carefully and understood before completing this examination. Failure
to do so may result in an inability to process your Training and Experience Questionnaire and
disqualification from this examination.

All applicants must complete and return the entire Training and Experience Questionnaire by
December 24, 2010 to be considered in this examination process.

Completed Training and Experience Questionnaire and Std. 678 Examination Application must be
returned to one of the following addresses:

Mailing Address: File in Person:

Department of Justice Department of Justice
Testing & Selection Unit Testing & Selection Unit

PO Box 944255 1300 | Street, 1st floor lobby
Sacramento, CA 94244-2550 Sacramento, CA 95814

| hereby certify that the information provided on this Training and Experience Questionnaire is true
and correct to the best of my knowledge and contains no willful misrepresentations or falsifications. |
also understand that if it is later discovered that | have made any false representations, | may be
removed from the examination and/or the eligible list resulting from this examination, suffer loss of
State employment, and/or suffer loss of right to compete in any future State examinations.

Your Signature: Date:

Your Name (Printed):

Page 2 of 22



Administrative

A person working in the Property Controller Il classification must be able to demonstrate a good
understanding of organizing and prioritizing workloads to meet established deadlines and ensure the
most important tasks are completed, and effectively oversee and direct subordinate staff in their daily
tasks. A Property Controller Il will instruct others in property accounting functions, prepare and update
schedules for all equipment, and records the transfer of equipment and property.

1. In what context have you utilized time management techniques?

[] A. 1have never used time management techniques, but | would be willing to learn.
[] B. 1have utilized time management techniques in personal activities.
[] c. 1have utilized time management techniques in an academic setting.

[] bp. Ihave utilized time management techniques in a work setting (e.g. federal, state,
city, county, private sector)

2. Please indicate how much professional experience you have working on projects that have required
you to utilize time management techniques.

|:| A. | have 6 months or less experience utilizing time management techniques on
projects.

|:| B. I have more than 6 months but less than 1 year experience utilizing time
management techniques on projects.

|:| C. | have more than 1 year but less than 3 years of experience utilizing time
management techniques on projects.

|:| D. Ihave 3 or more years of experience utilizing time management techniques on
projects.
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3. How many of the following time management techniques have you utilized:

ok wnNeE

Coordination of time
Creating work plans
Prioritizing projects
Working from a project log
Calendaring

Delegation of tasks

[ ] A. 1have utilized 2 or less of the above listed time management techniques.
|:| B. I have utilized 3 of the above listed time management techniques.
[] C. Ihave utilized 4 of the above listed time management techniques.

[ ] D. Ihave utilized all of the above listed time management techniques.
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All instructions for the narrative portion should be read carefully and understood before completing the
guestion below.

Your response to the narrative question must be typed. You may use your preferred writing software
program to do so. Please note that regardless of the writing software program you choose to use, your
response to this question may only consist of the space provided below the question. Please use 12
point Times New Roman font, (or something similar in font size).

NOTE: This information will not be scored but may be referenced during any subsequent interviews.

Please describe a situation where you used your time management skills. Be sure to identify the
specific time management techniques you utilized.
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Automated Systems

Persons working in the Property Controller Il classification are required to carry out various assignments
which require the knowledge and use of personal computer applications used for record keeping
systems, spreadsheets, and correspondence.

4. Please select the statement that best identifies how many years of professional experience you
have utilizing automated systems to input data, update data, and track information from the
following automated systems:

4a. Asset Management System (AMS)

|:| A. 0to 6 months
|:| B. More than 6 months and up to 1 year
|:| C. 1lyearandupto 3years

|:| D. More than 3 years

4b. Evidence Automated Tracking System (EATS)

D A. 0to 6 months
[] B. More than 6 months and up to 1 year
[] c. 1yearandupto3vyears

[] D. More than 3 years

4c. Automated Firearms System (AFS)

[] A. 0to6 months
[] B. More than 6 months and up to 1 year
[] c. 1yearandup to3years

[] D. More than 3 years

4d. Case Information Management System (CIMS)

[] A. 0to6 months
|:| B. More than 6 months and up to 1 year
|:| C. 1yearandupto3years

[] D. More than 3 years
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5. What is your level of experience with the following list of automated systems:

5a. Asset Management System (AMS)

[] A. Ihavelittle or no experience with the automated system listed above.

|:| B. | have received training and used the automated system listed above with guidance
from my supervisor or co-worker(s).

[] c. 1used the automated system listed above on a weekly basis.

|:| D. lused the automated systems listed above on a daily basis.

5b. Evidence Automated Tracking System (EATS)

|:| A. | have little or no experience with the automated system listed above.

|:| B. | have received training and used the automated system listed above with guidance
from my supervisor or co-worker(s).

|:| C. lused the automated system listed above on a weekly basis.

|:| D. lused the automated system listed above on a daily basis.

5c. Automated Firearms System (AFS)

[] A. 1have little or no experience with the automated system listed above.

[] B. Ihave received training and used the automated system listed above with guidance
from my supervisor or co-worker(s).

[] ¢. 1usedthe automated system listed above on a weekly basis.

[] D. Iused the automated system listed above on a daily basis.

5d. Case Information Management System (CIMS)

|:| A. | have little or no experience with the automated system listed above.

|:| B. | have received training and used the automated system listed above with guidance
from my supervisor or co-worker(s).

[] C. Ilused the automated system listed above on a weekly basis.

|:| D. lused the automated system listed above on a daily basis.
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6. What is the level of independence you have inputting data, updating data, and tracking information
utilizing the following list of automated systems:

6a. Asset Management System (AMS)

[] A. I have no applied experience.

[] B. Ihave never used independently, but used with assistance from my supervisor or
co-worker(s).

[] C. Ihave used independently, on occasion.

[] D. Ihave used the automated system listed above, independently, on a frequent
basis.

6b. Evidence Automated Tracking System (EATS)

|:| A. | have no applied experience.

|:| B. I have never used independently, but used with assistance from my supervisor or
co-worker(s).

|:| C. I have used independently, on occasion.

|:| D. Ihave used the automated system listed above, independently, on a frequent
basis.

6¢c. Automated Firearms System (AFS)

[] A. 1have no applied experience.

[] B. 1have never used independently, but used with assistance from my supervisor or
co-worker(s).

|:| C. Ihave used independently, on occasion.

[] D. 1have used the automated system listed above, independently, on a frequent
basis.

6d. Case Information Management System (CIMS)

|:| A. | have no applied experience.

|:| B. Ihave never used independently, but used with assistance from my supervisor or
co-worker(s).

|:| C. I have used independently, on occasion.

|:| D. Ihave used the automated system listed above, independently, on a frequent
basis.
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Handling of Evidence

Persons working in the Property Controller Il classification work in an arena where they are
called upon to handle certain types of evidence and ensure chain of custody rules are
maintained and followed. Handling of evidence can range from delivering evidence to and
from a lab, processing firearms and ammunition, receipt of controlled and non-controlled
substance submissions, seized vehicles, and other items.

7. How would you rate your knowledge of Chain of Custody protocol?

|:| A. | have no knowledge/understanding of Chain of Custody protocol.
|:| B. | have knowledge through reading established policy and procedures
on Chain of Custody protocol.

|:| C. I have knowledge through formal training with minimal experience
applying Chain of Custody protocol.

|:| D. Ithoroughly understand Chain of Custody protocol and have applied
this knowledge.

8. Inthe past year, how often have you worked with packaging, sealing, and documenting
of evidence to ensure Chain of Custody protocol is maintained and followed?

|:| A. | have no experience with packing, sealing, and documenting
evidence.

|:| B. | package, seal, and document evidence on a monthly basis.
|:| C. | package, seal, and document evidence on a weekly basis.

|:| D. | package, seal, and document evidence on a daily basis.

9. What is the level of independence you have with the packaging, sealing, and
documenting of evidence?

[] A. 1 have never independently packaged, sealed, and documented
evidence.

[] B. Ipackage, seal, and document evidence with the assistance of my
supervisor or co-worker(s).

[] c. 1have some independent experience with packaging, sealing, and
documenting evidence.

|:| D. | package, seal, and document evidence, independently, on a
frequent basis.
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All instructions for the narrative portion should be read carefully and understood before
completing the narrative question below.

Your response to the narrative question must be typed. You may use your preferred writing
software program to do so. Please note that regardless of the writing software program
you choose to use, your response to this question may only consist of the space provided
below the question. Please use 12 point Times New Roman font, (or something similar in
font size).

NOTE: This information will not be scored but may be referenced during any subsequent
interviews.

Please describe a situation where you utilized Chain of Custody protocol.
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10. How often have you worked with the transferring of evidence items in and out of an evidence vault?

[]A.
[ s.
[Jc.
[Jo.

| have knowledge of the process, but no applied experience.
| work with transferring of evidence items on a monthly basis.
| work with transferring of evidence items on a weekly basis.

| work with transferring of evidence items on a daily basis.

11. With what level of independence have you transferred evidence items in and out of an evidence

vault?

A
] s.
Oc
O o.

| have no applied experience and would need close supervision with the
transferring of evidence items.

| have received training but have no independent applied experience with the
transferring of evidence items.

| have transferred evidence items in and out of an evidence vault with the
assistance of my supervisor or co-worker(s).

| transfer evidence items in and out of an evidence vault independently.

12. From the list below, which statement best describes the types of evidence items have you handled?

Bl

[]A.
8.
c
[]o.

Controlled substances

Firearms and ammunition

Personal property (e.g. electronic devices, clothing, documents)
CDs/Photographs (digital or film)

| have handled one or none of the above listed types of evidence.
| have handled two of the above listed types of evidence.
| have handled three of the above listed types of evidence.

I have handled all four of the above listed types of evidence.
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All instructions for the narrative portion should be read carefully and understood before completing the
narrative question below.

Your response to the narrative question must be typed. You may use your preferred writing software
program to do so. Please note that regardless of the writing software program you choose to use, your
response to this question may only consist of the space provided below the question. Please use 12
point Times New Roman font, (or something similar in font size).

NOTE: This information will not be scored but may be referenced during any subsequent interviews.

Please describe a situation in which you worked with the transferring and handling of evidence in and
out of an evidence vault. Be sure to indicate the specific steps you took and how frequently you
performed these steps in similar situations.
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Inventory and Procurement

Persons working in the Property Controller Il classification are responsible for procuring office supplies,
inventory and control, maintaining equipment, and assisting in the budgetary proess for procuring new

office equipment.

13. How often have you used a Cal Card for purchasing equipment and supplies?

|:| A. | have never used a Cal Card, but | have knowledge of its use.
|:| B. Irarely use a Cal Card for purchasing equipment and supplies.
|:| C. luse a Cal Card to purchase equipment and supplies on a monthly basis.

|:| D. luse a Cal Card to purchase equipment and supplies on a weekly basis.

14. How often have you completed a Cal Card Log and Statement?

[] A. 1 have never used a Cal Card Log and Statement.
[] B. Ihave completed a Cal Card Log and Statement less than four (4) times per year.

[] C. Ihave completed a Cal Card Log and Statement more than five (5) times per year,
but not on a monthly basis.

[] o. 1 complete a Cal Card Log and Statement on a monthly basis.
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All instructions for the narrative portion should be read carefully and understood before completing the
narrative question below.

Your response to the narrative question must be typed. You may use your preferred writing software
program to do so. Please note that regardless of the writing software program you choose to use, your
response to this question may only consist of the space provided below the question. Please use 12
point Times New Roman font, (or something similar in font size).

NOTE: This information will not be scored but may be referenced during any subsequent interviews.

Please describe various situations in which you used a Cal Card for purchasing equipment and
supplies.
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15. What is your experience with issuing bar code tags for equipment?

HE
[]8.
lc
[]D.

| have no applied experience.
| have been trained on the process, but no applied experience.
| have issued bar code tags for equipment with assistance from others.

| have routinely issued bar code tags for equipment, independently.

16. How would you describe your readiness to issue bar code tags for equipment?

] A
[]8.
[lc
[]o.

| am not ready to issue bar code tags for equipment.
| have observed others issue bar code tags, and | would be ready with training.
| am ready to issue bar code tags with the assistance of others.

| am currently issuing bar code tags for equipment in my current assignment.

17. What is your level of independence with issuing bar code tags for equipment?

] A.
[e.

c

] p.

| have no experience with issuing bar code tags for equipment.

I have not issued bar cod tags independently, but have with the assistance of
others.

| have independently issued bar code tags for equipment with occasional
assistance.

| issue bar code tags for equipment, independently, in my current assignment.
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All instructions for the narrative portion should be read carefully and understood before completing the
narrative question below.

Your response to the narrative question must be typed. You may use your preferred writing software
program to do so. Please note that regardless of the writing software program you choose to use, your
response to this question may only consist of the space provided below the question. Please use 12
point Times New Roman font, (or something similar in font size).

NOTE: This information will not be scored but may be referenced during any subsequent interviews.

Please describe a situation where you issued bar code tags for equipment. Be sure to indicate the
specific steps you took and any documentation processes you may have used.

Page 16 of 22



Surveying/Vehicles

Persons working in the Property Controller Il classification coordinate and maintain seized vehicle
inventory and ensure vehicles are properly maintained, provide coordination for surveyed vehicles and
coordinate licensing and registration. The Property Controller Il also maintains pool vehicles sign-in-out
logs, maintenance records, keys, mileage logs and conduct damage assessments.

18. What is your level of experience with the surveying of vehicles?

L] A Ihave knowledge of this process, but no applied experience.
Cle. | rarely survey vehicles.
Clc o survey vehicles with the assistance of my supervisor.

|:| D. Iroutinely survey vehicles as part of my work assignment.

19. How would you describe your level of readiness to survey vehicles?

|:| A. |am not ready to survey vehicles at this time.
|:| B. | have observed others and would be ready with training.
[]c 1am ready to survey vehicles with the assistance of others.

] p. 1currently survey vehicles as part of my work assignment.

20. What is the level of independence you have with surveying vehicles?

[T A. 1have no experience and would need training or close supervision with surveying
vehicles.

|:| B. I have received training, but have no independent applied experience.
|:| C. Ihave surveyed vehicles with the assistance of my supervisor or co-worker(s).

|:| D. Icurrently survey vehicles, independently.
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All instructions for the narrative portion should be read carefully and understood before completing the
narrative question below.

Your response to the narrative question must be typed. You may use your preferred writing software
program to do so. Please note that regardless of the writing software program you choose to use, your
response to this question may only consist of the space provided below the question. Please use 12
point Times New Roman font, (or something in font size).

NOTE: This information will not be scored but may be referenced during any subsequent interviews.

Please describe the specific steps you have taken while surveying a vehicle.
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21. What is your experience with processing the administrative paper work for the repair and

maintenance of vehicles?

1A
[]s.
[Jc.
[]o.

I have knowledge of this process, but no applied experience.
| have a little experience processing the repair and maintenance of vehicles.
| process the repair and maintenance of vehicles on a monthly basis.

| process the repair and maintenance of vehicles on a weekly basis.

22. How would you describe your level of readiness to process invoices for vehicle maintenance and

repairs?
] A.

[]8.
[Jc

[]o.

| am not ready to process invoices for vehicle maintenance and repairs.
| have observed others but | would be ready with training.

| am ready to process invoices for vehicle maintenance and repairs with assistance
from others.

| currently process invoices for vehicle maintenance and repairs as part of my work
assighment.

23. What is your ability to work independently in facilitating the repair and maintenance of vehicles?

] A

] 8.
[]c

[]o.

| have no experience and would need training or close supervision processing the
repair and maintenance of vehicles.

| have received training, but have no independent applied experience.

| have processed the repair and maintenance of vehicles with the assistnce of my
supervisor or co-worker(s).

| have processed the repair and maintenance of vehicles, independently.
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All instructions for the narrative portion should be read carefully and understood before completing the
narrative question below.

Your response to the narrative question must be typed. You may use your preferred writing software
program to do so. Please note that regardless of the writing software program you choose to use, your
response to this question may only consist of the space provided below the question. Please use 12
point Times New Roman font, (or something similar in font size).

NOTE: This information will not be scored but may be referenced during any subsequent interviews.

Please describe a situation where you addressed the various administrative duties involved with the
repair and maintenance of vehicles.
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24. What is your experience with processing a vehicle modification issued by the State Fleet Inspector?

1A
[]8.
[Jc
[]o.

| have knowledge, but no applied experience.
| have processed a vehicle modification 1 to 5 times.
| have processed a vehicle modification 6 to 10 times.

| have processed a vehicle modification more than 10 times.

25. How would you describe your level of readiness to perform a vehicle modification?

[]A.
[] 8.
[]c.
[]o.

| am not ready to perform a vehicle modification.
| have observed others but | would be ready with training.
| am ready to perform a vehicle modification with assistance from others.

| currently perform vehicle modifications as part of my work assignment.

26. What is your level of independence working with a Fleet Inspector?

[]A
[]8.
[Jc

[] .

| have no experience and would need training or close supervision to work with a
Fleet Inspector.

| have received training to work with a Fleet Inspector, but have no independent
applied experience.

| have worked with a Fleet Inspector with the assistance of my supervisor or co-
worker(s).

| have worked with a Fleet Inspector, independently.
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All instructions for the narrative portion should be read carefully and understood before completing the
narrative question below.

Your response to the narrative question must be typed. You may use your preferred writing software
program to do so. Please note that regardless of the writing software program you choose to use, your
response to this question may only consist of the space provided below the question. Please use 12
point Times New Roman font, (or something similar in font size).

NOTE: This information will not be scored but may be referenced during any subsequent interviews.

Please describe a specific time where you processed a vehicle modification issued by the State Fleet
Inspector. Be sure to define the type of modification and the steps you took to process the
modification.

THIS COMPLETES THE TRAINING AND EXPERIENCE QUESTIONNAIRE
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