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STOREKEEPER 2

Nat ure of Work

Under general supervision, at the full-performance |evel,
perfornms duties in ordering, receiving, recording, storing, and
shi pping of materials, and equi pnent at a district, regional or
state stockroom or warehouse. May oversee the work of | ower-
| evel storekeepers or other related positions. Perforns related
wor k as required.

Exanpl es of Work

Solicits bids fromvendors.

Prepares contracts for some purchases.

Locates and orders supplies and equi pnent as requested.

Files, updates, and retrieves invoices, receipts,
requi sitions, transfers, and other information.

Det erm nes cost estimates of equi pnment or materials required.

| ssues materials and equi pnent as requisitioned and directs
t heir shipping and/ or delivery.

| nvent ori es equi pnent and supplies and assigns inventory
nunbers as required.

Directs the work activities of |ower-I|evel storekeepers,
clerks, stock clerks, drivers and rel ated positions.

Know edge, Skills and Abilities

Know edge of storeroom nethods and procedures.

Know edge of safe handling procedures of equi pnent and
suppl i es used by the agency.

Know edge of various types and grades of equi pnent and
suppl i es used by the agency.

Know edge of transportation and shi ppi ng nmet hods.

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

Ability to understand, follow and relay witten and/ or oral
conmuni cat i ons.

Ability to operate a fork |ift 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 Three years of full-tinme 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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