
                                                           
   

 
 

PROCUREMENT ASSET MANAGER 
 
SUMMARY: 
Develops, implements, and manages the MCCA’s asset management system, responsible for assisting with the 
development and implementation of Authority policies and procedures pertaining to inventory control for moveable 
equipment, managing and conducting physical inventories of the Authority’s equipment, and maintaining inventory 
records of moveable equipment within the Asset Management System.  The incumbent will provide direction and 
oversight for all areas of the asset management process from receiving, recording, bar-coding, to transfers and 
disposition.    Interacts closely with the MCCA General Counsel, Director of Purchasing, and all internal employees and 
external vendors/contractors.    
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   
The Authority’s General Counsel & Director of Purchasing may designate various other activities. The following 
statements are intended to describe the general nature and level of work being performed. They are not intended to be 
construed, as an exhaustive list of all responsibilities, duties and skills required of personnel so classified. Nothing in this 
job description restricts management's right to assign or reassign duties and responsibilities to this job at any time for 
any reason, including reasonable accommodation.  
 

 Develop and implement Asset Management System, including receiving and recording, bar-coding, use and 
disposition 

 Maintain moveable equipment records in Asset Management System 

 Oversee department inventory control systems 

 Development and implementation of policies covering inventory control for moveable equipment 

 Monitor inventory control systems and communicate, train, and update inventory control policies & procedures 

 Manage and conduct physical inventories. 

 Provide guidance and training to departments on equipment management, record keeping, inventory control, 
and communicates any changes in processes, forms or reporting. 

 Develop policy for use and disposition of moveable equipment, such as disposal, transfer, recycle, trade-in, 
donation or surplus. 

 Create and monitor a system of controls, procedures, and forms for the recordation of fixed assets. 

 Provide recommendations to senior staff on any updates to policies related to fixed assets. 

 Assign tag numbers to fixed assets. 

 Record fixed asset acquisitions and dispositions in the system. 

 Assist Finance with calculating depreciation for all fixed assets. 

 Review and update the detailed schedule of fixed assets and accumulated depreciation 

 Investigate the potential obsolescence of fixed assets. 

 Conduct periodic impairment reviews for intangible assets. 

 Conduct periodic physical inventory counts of fixed assets. 

 Recommend to management whether fixed assets should be disposed of. 

 Conduct analyses related to fixed assets as requested by management. 

 Prepare audit schedules relating to fixed assets, and assist the auditors in their inquiries. 

 Surplus Property 

 Develop and lead the change effort on the existing systems and programs to promote efficiencies and reduce 
redundancies; 

 Maintain and oversee new and existing statistical and analytical reports to inform the management of asset 
management metrics and trends;  



 Represent the Authority and maintain professional relationships with state and federal agencies, outside supply 
sources and relevant professional associations;  

 Perform other duties as required. 
 
 
SUPERVISION RECEIVED: Supervision is provided by the Director of Purchasing; includes training, inspecting, assigning 
work, coaching, and performance evaluations.  
 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
EDUCATION / EXPERIENCE:  
Bachelor's degree from four-year College or university, or equivalent experience with a working knowledge of managing 
contracts and leadership. Five years related experience preferably in the Public Sector. Knowledge of state-of-the-art 
computer word processing and analytical tools such as excel. 
 
A well-organized individual who is a team player, and can relate to people at all levels of an organization, possesses 
excellent communication skills, flexibility and is committed to the MCCA’s Mission. 
 
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  Travel to other MCCA facilities may be required.  
 
WORK SCHEDULE: The work schedule for this position typically involves whatever hours are necessary to complete the 
job. The hours and days may fluctuate based upon the needs of a particular event or project, which would require the 
ability to work a flexible schedule including late nights, early mornings, long days, weekends and holidays.  Satisfactory 
attendance is mandatory, and a proven track record of attendance will be sought.  
 
DRESS CODE:  In order to project a professional image, and the level of dignity and decorum that is required when 
serving the public, appropriate dress and good grooming are expected of all employees. 
 

 

To apply on line please visit: https://home.eease.adp.com/recruit/?id=15347361 
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