9800
STOREKEEPER 1

Nat ure of Work

Under noderate supervision, at the full-performance |evel,
performnms routine standardi zed duties in ordering, receiving,
recordi ng, storing, and shipping of supplies, materials, and/or
equi pnent at a district, regional, or state stockroom or
war ehouse. May supervise stock clerks, clerks, drivers or other
rel ated positions. Perforns related work as required.

Exanpl es of Work

Orders supplies and equi pnent as request ed.
Unl oads shi pnents and stores itens in an organi zed manner.
Records details of itens received and/or dispersed.
Files, updates, and retrieves invoices, receipts,

requi sitions, transfers, and other information.
I nventories materials and/or equipnent in stock or in use.
Solicits bids fromvendors for materials and/ or equi pnment.
Fills requisitions and delivers or ships itens as necessary.
Assi gns work to subordi nate personnel

Know edge, Skills and Abilities

Know edge of storeroom nethods and procedures.

Know edge of transportation and shi ppi ng net hods and
pr ocedur es.

Know edge of safe handling procedures for equi pnent and
mat eri al s i nvol ved.

Ability to understand and follow witten and/or oral
i nstructions.

Ability to safely perform noderately heavy manual |abor in
lifting and storing materials and/or equi pnent.

Ability to operate a forklift may be required for sone
positions.

M ni mum Qual i fications

TRAINING G aduation froma standard hi gh school or the
equi val ent .

EXPERI ENCE Two years of full-tine or equivalent part-tine
pai d experience as a stock clerk, or in a clerical capacity
in connection with |arge-scal e warehouse operations, or in
handling materi al s.
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