C ass Code: EO04

Cty of Anaheim C assification:
Cl ass Specification SUPPLY CLERK/ DRI VER
DEFI NI TI ON:

Under noderate supervision, to receive, inspect, store, issue and deliver materials and
supplies for a Gty department; to drive to suppliers to pick up itens requested; and to
mai ntain a snall departmnment storeroom operation.

EXAMPLES OF DUTI ES - Dependi ng upon area of assignnent, responsibilities and duties nay
include, but are not limted to the foll ow ng:

Recei ves, inspects and accepts material and equi pnent being delivered to Cty
depart ments' processing receivers for paynent;

Drives a City vehicle in the pick up and distribution of supplies and naterial s.
I nventories supplies and materi al s.

Accepts, sorts and distributes mail.

Accepts and transmits facility and equi prent requests for repair.

Mai nt ai ns depart ment storeroom of forms, general supplies, medical supplies, equiprent
and uni f or ns.

Mai ntai n fuel expenditure and mil eage records.
Accepts, records and transports cash.

Prepares requisitions to replenish stock and for itens requested by departnmental staff,
checki ng cat al ogues for sources of supply and approxi mate costs.

Contacts suppliers by tel ephone and in person to |locate itens requested.

May participate in the set-up and tear down of booths, tables and chairs for special
events.

Mai ntains |l ogs, files and other routine records.

Operates sinple office equipment, such as a typewiter, CRT, conputer term nal, and
cal cul ator.

May provide direction to storeroomenpl oyees in the absence of the direct supervisor.
Perforns other job-related duties as required.

M N MUM REQUI REMENTS:

Experience in: Perfornming routine clerical or supply clerk duties.

Know edge of: Basic English usage; basic math; basic record keeping met hods;
appropriate safety precautions and procedures.

Ability to: Miintain basic records; operate a calculator; operate a typewiter keyboard
and/ or conputer termnal; operate a vehicle observing | egal and defensive driving
practices; understand and carry out oral and witten instructions; establish and

mai ntain effective relationships with those contacted in the course of work.
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NOTE: Positions in this class are differentiated frompositions in the class of
St orekeeper by the nore linmted scope of itens nmintained at stores, by the substanti al
delivery activities and by the sinplicity of clerical work.

Possession of or the ability to obtain an appropriate valid California Driver's License
by date of appointnent.

Positions in this class require frequent lifting, pulling, pushing and carrying of items

wei ghing up to 50 pounds and occasional lifting of heavier itens.

Supervi si on Recei ved: Wrks under technical supervision. Wrk in progress and
conpl eted work is reviewed periodically.

Career Ladder Information: Experience gained in this class nay serve to meet m ni hum
requi renents for pronotion to Storekeeper

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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