PERSONNEL COMMITTEE
13-0250R
RESOLUTION APPROVING PROPOSED AMENDMENTS TO THE

SPECIFICATIONS FOR THE EXISTING CIVIL SERVICE
CLASSIFICATION OF STOREKEEPER.

CITY PROPOSAL:

RESOLVED, that the proposed amendments to the specifications for the
existing civil service classification of storekeeper, which were approved by the
civil service board on May 7, 2013, and which are filed with the city clerk as

Public Document No. ' , are approved. This classification

shall remain subject to the city’s collective bargaining agreement with its basic

unit employees and compensated at Pay Range 27, $3296 to $3875 per month.

Appraved: Approved for presentation to council:
Department Director Chlef Admlnlstrat&\é\Offlﬂb

Approved as to form: Approved: I\

Attorney Auditor

HR CT: 1s 5/3/2013

STATEMENT OF PURPOSE: This existing classification was revised to update
terms and word usage. There is no change in the rate of pay, which is Range
27, $3296 to $3875 per month.



STOREKEEPER

Summary/Purpose

Maintain an adequate inventory of supplies, materials, parts, tools, and equipment
necessary to provide timely service in a cost effective manner. Acquire special order
items efficiently and cost effectively.

ESSENTIAL DUTIES AND RESPONSIBILITIES (Other duties may be assigned)

1. Order, receive, store, safequard, maintain, and disburse parts, materials,
supplies, tools, and equipment.

2. Ensure that inventory count is adequate, cost eff
various methods such as a full inventory count ¢
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or-using-computerapplication-software.

, and accurate using
counting, or spot checking.

obsolescence eithermanually

holding and ordering costs.

5. Receive inventory appropriately, che
before authorizing payment and storin
and efficient retrieval.

6. Safeguard inventory to re
or damage.

7. Disburse inventory as appro
accounting and_regei t of pay

8. ldentify alterna
9. Locate sourge
efficiently andi
10. Authorize exp ed limits of authority.
11. Assit s of Assistant Storekeepers.
12.Fi theds and procedures.
1 ished methods, guidelines, standards and

To perform this jot
duty satisfactorily.
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ments listed below are representative of the knowledge,

1. Education & Experience Requirements
A. Four years of verifiable full-time experience maintaining and safeguarding
inventory in a service or manufacturing setting.
B. Experience in an automotive, truck, or heavy equipment service setting is

preferred.

2. License Requirements
A. Possession of a valid driver’s license.
B. Acquire and maintain forklift certification within six months of hire.
C. AS.E. Parts Specialist Certification desired.
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4. Skill Requirements

A.
B.
C.
D.

4. Abilities Requirements
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Knowledge of computerized various materials management and inventory
control methods and procedures.

Knowledge of shipping and receiving practices.

Knowledge of methods, equipment, and materials used in automotive and
equipment maintenance.

Knowledge of applicable federal and state occupational safety and health
standards.

Knowledge of applicable safety precautions for handling hazardous and
flammable materials.

Knowledge of modern office methods, proced
Knowledge of alphabetizing, indexing, filin
and procedures.
Knowledge of basic math.
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A. ; tdoors in a variety of weather conditions.
B. nwron ent with exposure to exhaust, welding, and
C. i push pull, stoop, kneel, crouch, and reach above
shoulder 'storing or retrieving materials.
D. Ability to occasignally climb and work from ladders.
E. Ability to frequently lift and carry materials, parts, and supplies weighing up to
25 pounds and occasionally weighing up to 50 pounds.
F. Ability to attend work on a regular basis.
Genlst: CT Class: 4201 Union: Basic Pay: 27 CSB:
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