
POSITION DESCRIPTION 

Class. Title: Warehouse Specialist (Job Class Code: 0049)

Division: Purchasing 
Department: Finance 

GENERAL PURPOSE 

Effective Date: August 19, 2021 
Pay Grade:   
FLSA: Non-Exempt 

Stores, receives, and issues large varieties of equipment and supplies; follows proper storage 
practices, including hazardous materials. 

SUPERVISION RECEIVED 

Works under the general supervision of the Purchasing Agent or the Senior Buyer in the 
absence of the Purchasing Agent. 

SUPERVISION EXERCISED 

None. 

ESSENTIALS DUTIES AND RESPONSIBILITIES 

1. Maintains shipping log, receiving reports and checks receivables against freight bills of
laden.

2. Notifies and distributes items to authorized employees, coordinates department copy paper
delivery.

3. Maintains an inventory control system by keeping records, compiling reports, enters all data
and adjustments into Munis inventory module daily. Write requisitions for restocking and
assist with all phases of the stock procurement, receipt and physical restocking of shelves.

4. Conducts annual physical inventory count and surplus as directed by the Purchasing Agent.
Keeps the warehouse area in good shape through safety checks and housekeeping
practices.

5. Coordinates with vendors and internal departments to schedule times for deliveries, as well
as conducting and supervising the off-loading of the delivery vehicles.

6. Safely operates 4000 lb. fork lift, maintains fueling and coordinates related maintenance ..
7. Knowledge of handling of hazardous materials.
8. Prepares discrepancy reports and assists purchasing department personnel with various

interdepartmental tasks. Send and receive employee rental uniforms weekly, including
scheduling and documentation processing.

9. Maintains warehouse stock and schedule of inventory allowing material flow to required
departments to support various field maintenance projects.

10. Relies on experience and judgment to plan and accomplish goals. Performs a variety of
tasks. Works under general supervision.

OTHER DUTIES: 

In the absence of the un-funded Senior Accounts Clerk position, added duties are; 

Filing of Purchase Orders and misc. documents. 






