C ass Code: E09

Cty of Anaheim Classification
Class Specification SENI OR STOREKEEPER
DEFI NI Tl ON:

Under supervision, to operate a | arge departnment warehousing operation and to receive
i nspect, store, issue and account for supplies and equipnent for a Cty departnent.

ESSENTI AL JOB FUNCTI ONS:  Dependi ng upon area of assignnent the essential job functions
may include, but are not limted to, the follow ng

Recei ves, inspects and accepts a wide variety of naterials and equi pnent being delivered
to the departnent.

I nventories supplies and materi al s.

Shel ves and stores a wide variety of materials and equi pnment and distributes materials
to users. May include paranedic, nedical and chemi cal supplies.

Serves as the Departnent's liaison to the Purchasing D vision buyers.

Uses vendor catal ogues to determ ne proper ordering specifications and best prices;
contacts vendors for denonstrations and price quotes.

Revi ews purchase requisitions and returns inconplete or inaccurate forns to the section
Manager / Super vi sor.

Provi des purchasi ng wor kshops and training to department personnel on a schedul ed basis.

Moni tors expenditures from budgetary accounts, coding purchases to proper departnenta
accounts.

otains materials from Service Center Warehouse or fromvendors; determ nes types and
quantities of materials to be ordered

Makes wor k assignnments, trains and reviews the work of stock and delivery workers.

Mai nt ai ns and/ or oversees nmi ntenance of various janitorial equipnent and assigned city
vehi cl es.

O ders signs.
O ders and distributes bottled drinking water
Ensures that equi pment purchased and fabricated neets safety standards.

Operates office equi pnment, such as a typewiter, calculator, CRT and m croconputer and
war ehouse equi pnent, such as a forklift, scrubber, dunpster conpactor and electric cart.

Files materials into established filing systens.

Devel ops shelving and | oft nmaterial storage and retrieval
Conpiles information for reports, locating sources of information and devel oping fornat.
Perforns other job-related duties as required

M NI MUM REQUI REMENTS!

Experience in: Performng responsible journey-Ilevel storekeeping involving noderately
difficult clerical record keepi ng work.
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Know edge of: Proper nethods for receiving and storing varied supplies, parts, tools
and equi prent; English usage; business nmath; basic purchasing and account record keepi ng
net hods; appropriate safety precautions and procedures; principles of supervision and
training. Wen assigned to Fire: proper receiving and storing of nedical, paranedic and
chemical supplies; nmay require know edge of City policies and procedures; CAL OHSA
safety requirenents.

Skill in: Preparing specifications, evaluating terns and determ ning best price
determ ni ng proper stock |evels; supervising the work of others; establishing and

mai ntaining filing systens; naintaining records of budgetary expenditures; planning
schedul i ng, nmaki ng work assignnents, setting priorities for and traini ng assigned staff;
operati ng warehouse equi pnent, such as forklifts; operating a vehicle observing | ega
and defensive driving practices; reading, understanding and applyi ng noderately
difficult naterials; operating a conputer termnal; operating a cal culator and/or
typewiter; understanding and carrying out oral and witten instructions; establishing
and naintaining effective relationships with those contacted in the course of work.

NOTE: Positions in this class are differentiated frompositions in the class of
St orekeeper by the greater degree of responsibility for budget and procurenent, size of
war ehouse and | arger scope of assigned responsibilities.

Li cense and/or Certification Required: Possession of or the ability to obtain a valid
California Driver's License.

Physi cal Requirenents: Positions in this class require frequent lifting, pulling
pushing and carrying of itens weighing up to 50 pounds and occasional lifting of heavier
itens.

Supervi si on Received: Wrks under technical supervision. Wrk in progress and
conpleted work is reviewed periodically.

Supervi si on Exercised: Positions in this class nake assignnments, review work and train
subordinates. Participate in hiring, firing and discipline of subordi nate enpl oyees.

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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