O ass Code: 686
Cty of Anaheim
CLASS SPECI FI CATI ON

CLASS TI TLE: WAREHCOUSE MANAGER

DEPARTMENT/ CONTROL CENTER: Public Wilities and
Fi nance/ Pur chasi ng War ehouse

CLASS DEFI NI TI O\

To supervise, plan and coordinate the activities and operations of the centra

and utilities warehouse and yard within the Public Wilities/Finance Departnents
to coordinate assigned activities with other divisions, outside agencies and the
general public; and to provide highly responsible and conpl ex staff assistance to
hi gher | evel nmanagenent staff.

SUPERVI SI ON RECEI VED AND EXERCI SED:
Recei ves general direction fromthe Purchasi ng Agent.
Exerci ses direct supervision over warehouse enpl oyees.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS - Responsibilities and duties may include
but are not limted to, the foll ow ng:

Coordinate the organi zation, staffing and operational activities for the centra
and utility warehouse functions including shipping and receiving, inventory
control, and the storage and handling of supplies, materials and equi pnent;
coordinate the |l oading of naterials and fueling of field vehicles; participate in
t he devel opnent of specifications for the purchase of equipnent.

Participate in the devel opnent and inplenentati on of goals, objectives, policies,
and priorities for warehouse and yard; identify resource needs; recommend and
i mpl enent policies and procedures.

Sel ect, train, notivate and eval uate Warehouse Divi si on personnel; provide or
coordinate staff training; work with enployees to correct deficiencies; inplenent
di scipline and terminati on procedures.

Direct, coordinate and review the work plan for the warehouse and yard; neet with
staff to identify and resolve problens; assign work activities and projects;
nonitor work flow, review and eval uate work products, nethods and procedures.

Identify opportunities for inproving service delivery nethods and procedures;
review with appropriate nmanagenent staff; inplenent inprovenents

Participate in the devel opnent and adm nistrati on of the warehouse budget;
forecast additional funds needed for staffing, equipnent, materials, and
supplies; direct the nonitoring of and approve expenditures; recomend

adj ust ments as necessary.

Participate in the devel opnent and adm ni strati on of the warehouse program
budget; forecast additional funds needed for staffing, equipnent, materials, and
supplies; direct the nmonitoring of and approve expenditures; recomend

adj ust ments as necessary.

Coor di nat e war ehouse and yard with those of other divisions and outside agencies
and organi zations; provide staff assistance to higher |evel nanagenent staff;
prepare and present staff reports and other necessary correspondence
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Revi ew current and conpl eted work of central and utility warehouse and yard

enpl oyees to ensure high productivity and efficiency; ensure that appropriate
qual ity standards are nmintai ned; establish safety procedures and guidelines for
acci dent prevention

Attend and participate in professional group neetings; stay abreast of new trends
and innovations in the field of warehouse and stores nanagenent.

Supervi se and nonitor inventory control systens; store and di spose of surplus
material s and supplies; reconcile inventory di screpancies.

Coordi nate the naintenance and security of the utilities yard and war ehouse

Prepare specifications for the acquisition of new equi pnent and/or facility
operational functions.

Coordinate the | oading and fueling of utility field vehicles.
Performrelated duties and responsibilities as required
VI . JOB RELATED QUALI FI CATI ONS:

Experi ence: Extensive responsi bl e warehouse, inventory control, and stores
nanagenent experience and the supervision of stores/warehouse operations
enpl oyees.

Know edge of: Operational characteristics, services and activities of
electric/water utility warehouse and store operations; nodern and conpl ex
principles and practices of inventory control including conputer control systens;
net hods of shipping and receiving; equipnent, materials and tools used in utility
operations; principles of nunicipal budget preparation and control; principles of
supervi sion, training and perfornance eval uation; pertinent Federal, State, and

| ocal |aws, codes and regul ations.

Ability to: Manage and coordi nate the work of assigned warehouse personnel

sel ect, supervise, train and evaluate staff; interpret and explain Gty warehouse
and stores operations policies and procedures; prepare clear and concise reports;
comuni cate clearly and concisely, both orally and in witing; establish and

mai ntain effective working rel ati onships with those contacted in the course of
work including a variety of Gty and other governnent officials, community
groups, and the general public

Li cense or Certificate: Possession of, or ability to obtain, an appropriate
valid California driver's |license

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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