
EVERGREEN ELEMENTARY SCHOOL DISTRICT

CLASS TITLE:  WAREHOUSE WORKER/DELIVERY DRIVER

BASIC FUNCTION:

Under the direction of an assigned supervisor, perform a variety of duties in the operation and maintenance of the District warehouses.

REPRESENTATIVE DUTIES:
Perform varied activities in the operation of District warehouses; distribute supplies, materials, equipment and food to schools and departments in the District. E
Receive, process and store supplies; receive and store District records; maintain logs concerning merchandise and equipment received from schools and departments for repair or return to vendors; arrange for shipment via common courier as required. E
Examine items received to verify condition and quantities and process according to established guidelines; notify Purchasing Department of incorrect shipments, shortages, damage and irregularities; load and unload delivery trucks and vehicles; place stock on shelves. E
Submit reports and records of supplies; advise Purchasing Department when re-orders are necessary; process claims and complaints; examine requisitions for proper unit of issue and stock number. E
Maintain delivery schedule of supplies and merchandise from outside vendors; pick up and deliver items as necessary from outside of District; pick up computer and audio-visual equipment requiring service or repair; assemble items as necessary; move equipment, furniture and textbooks from site to site as requested. E
Maintain warehouse in a clean, safe and orderly fashion; take physical inventory of stores as required. E
Operate warehouse equipment, including delivery vehicles, forklift and pallet jack in a safe manner. E
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

Warehouse methods used in receiving, storing and issuing of supplies and equipment.

Requisitions, purchase orders, shipping and receiving documents.

Stock inventory procedures.

Supplies and materials commonly used in schools and offices.

Safe work and driving practices, including precautions to be used in lifting, carrying and other warehouse duties.

ABILITY TO:

Plan, organize and operate a central warehouse system to meet established time lines and schedules.

Understand a variety of forms relating to requisitions, packing slips and invoices.

Perform accurate arithmetic calculations using basic addition, subtraction, multiplication and division.

Prepare parcels for diverse methods of mailing and shipping.

Understand and follow oral and written instructions. 

Operate a computer.
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EDUCATION AND EXPERIENCE:
Any combination equivalent to:  graduation from high school and two years of warehousing and storekeeping experience in a public agency.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license.

Forklift Certification desirable.

WORKING CONDITIONS:
ENVIRONMENT:

Warehouse environment.

Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Bending at the waist, kneeling or crouching. 

Dexterity of hands and fingers to operate a computer keyboard and warehouse equipment.

Lifting, carrying, pushing or pulling heavy objects.

Reaching overhead, above the shoulders and horizontally. 

Heavy physical labor. 

Standing for extended periods of time. 

HAZARDS:

Driving a vehicle during adverse weather conditions. 

Working around and with machinery having moving parts. 

Classified Salary Schedule:  Range 32


