
 

 

ESSENTIAL DUTIES 
• Leads, coordinates, and participates in the receiving, inspection and storage of a variety of 

Warehouse, Print Services, Mail Services, Teacher Resource Center, supplies and materials, 
testing materials, District surplus and equipment. 

• Follow-up and resolve all shortage, damage, and shipping discrepancies 
• Reviews, evaluates, and offers suggestions pertaining to the improvement of warehouse and 

operational procedures 
• Assists in the planning and organization of warehouse space layout and the allocation of storage 

space and facility usage 
• Conducts annual inventory reviews in maintaining appropriate warehouse inventory levels 
• Implements and maintains manual and automated warehouse and inventory record management, 

storage, and retrieval systems 
• May assist in organizing and conducting warehouse and delivery personnel orientation and in-

service training programs 
• Operates a variety of warehouse storage and distribution equipment, including forklifts, pallet 

jacks, (manual & electric) rolling carts, and hand trucks. 
• Drives a delivery vehicle to pick up and deliver materials, supplies, and equipment to and from 

various locations 
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PHYSICAL DEMANDS 
 
The physical requirements indicated below are examples of the physical aspects that this position 
classification must perform in carrying out essential job functions. 
 
 Will frequently exert 50 to 75 pounds of force to lift, carry, push, pull or otherwise move objects 
 Will walk or stand for extended periods of time, may involve ascending and descending ladders, 

stairs, scaffolding, and ramps 
 Must possess the ability to hear and perceive the nature of sound 
 Must possess visual acuity and depth perception 
 Must be capable of providing oral information, both in person and over the telephone and other 

communication devices 
 Must possess the ma


