
Occupational Group:  Skill Trades and Transportation
Class Group:  Warehouse/Stores Technician
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Warehouse/Stores Technician
	Technical
	Current
	


CONCEPT:

Oversees the operation of a warehouse or large store room in the purchasing, receipt, storage, and distribution of a wide variety of supplies, materials, tools, equipment, and/or forms. 
TASKS:
· Maintains a perpetual inventory of all stock carried by the warehouse or storeroom.
· Prepares requisitions for food, equipment, materials, and supplies to replenish depleted inventory.
· Receives daily requisitions for stock; supervises the filling of orders and their issuance.
· Inspects incoming stock to determine accuracy with purchase order and delivery ticket and invoice.

· Oversees the arrangement and storage of incoming stock to prevent damage and to arrange old stock so that it will be used first.

· Takes periodical physical inventories to locate errors and adjust book inventory to compare with actual inventory.

· Assembles surplus or damaged state property to be sold to the public on a closed bid basis; prepares list of items to be sold, and shows property to prospective bidders.

· Purchases stock items within a limited dollar amount that is allowed by state purchasing agreements.

· Issues purchase orders to vendors; submits requisitions for items to be placed on competitive bid basis.

· Prepares quarterly estimates for items bought on state contract.
LEVELS OF WORK:
· Class Group consists of one class.  
MINIMUM REQUIREMENTS:
· Three years of experience in storeroom or warehouse work.
· Education may be substituted for experience as determined by the agency.

· Some positions may require additional minimum requirements that will be specified on the position description.
CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
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	· Employees work under general supervision as one learns the agency’s purchasing, warehouse/stores, inventory operations, policies, and procedures and oversee standard, day-to-day work activities according to established guidelines within assigned area.

· Employees use set procedures and established sequence of work, which are subject to occasional spot checks and review of completed work.
· Employees have limited decision making due to specific and detailed guidelines, instructions, and procedures for all aspects of the work.

· Employees responsible for correct operation and care of equipment.

Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have considerable knowledge of the agency’s purchasing, warehouse/stores, inventory operations, policies and procedures and make adjustments to established guidelines in order to address material needs, time frames, personnel issues, etc.
· Employees independently direct the operation and organization of warehouse/store room activities.
· Employees independently make decisions within established procedures and standards.
· Employees may serve as a technical expert within the work unit by guiding, directing, and coaching staff regarding application and interpretation of procedures.
· Employees assess and develop safety procedures in relation to overall agency work safety policies.
Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have thorough knowledge of the agency’s purchasing, warehouse/stores, inventory operations, policies and procedures and recommend work changes in consultation with appropriate management personnel.

· Employees independently make decisions and adapt methods to the situation without getting necessary approval. Outcomes and results are reviewed for adequacy of conclusions and soundness of procedure and methods.
· Employees may provide technical guidance and instructions to less experience employees for the duration of a given task.

Performance Range for Core Competencies:

 Job Responsibilities – Expert Knowledge to Transferring Knowledge
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