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Warehouse Manager

Employee Name (Print): _______________________________________


Reports To:	Director of Purchasing (Primary)
	Executive Director of Curriculum and Instruction (Secondary)
			
Dept/Campus:	Receiving Warehouse				Paygrade: 	A-9

Wage/Hour Status: 	Exempt						Revised: 	November 2018


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE / FUNCTION:
Supervise the daily activities of the Receiving Department to ensure safe and efficient storage and retrieval of district supplies, and pick-up and delivery of inter-campus mail. Responsible for the efficient operation of the Textbook Warehouse and efficient distribution and inventory of textbook and related instructional materials.


QUALIFICATIONS:

Education/Certification:
High School Diploma or GED
Preferred bachelor’s degree

Special Knowledge/Skills:
Effective organizational, communication, and interpersonal skills
Ability to operate computer and electronic inventory systems
Patient and calm demeanor with students and others
Knowledge of inventory and distribution systems

Experience:
Two years of related experience

MAJOR RESPONSIBILITIES AND DUTIES:

1.  Assist with selection of warehouse employees.
2. Supervise, evaluate, and train employees assigned to warehouse.
3. Develop and recommend procedures for orderly replacement of existing movable equipment as it becomes obsolete or deteriorates.
4. Supervise daily delivery of all received shipments of orders to originator destination.
5. Supervise daily delivery and pick-up of all inter-campus mail.
6. Supervise warehousing and storage of all supplies, equipment, surplus items, certain school records, and consumable materials.
7. Evaluate complaints received on shipments of equipment and supplies or inter-campus mail and take appropriate action.
8. Process, collect and distribute textbooks and instructional materials to campuses.
9. Issue textbooks and other material as requested through the on-line system or as instructed by supervisor
10. Maintain accurate inventory of textbooks and related instructional material items.
11. Efficiently manage the state online system for ordering and processing textbook orders.
12. Interview, select and supervise seasonal part time employees
13. Collect, shelve, palletize and incoming textbooks and other materials and shelve them for storage
14. Perform warehouse duties; including stacking, sorting, counting and storing textbooks and related items
15. Receive bids and disperse of surplus textbooks and instructional materials as needed.
16. Receive incoming calls in a professional manner, and provide customer service to all district personnel
17. Accurately maintain and update files, textbook database, and logs as assigned.
18. Collaborate with the Instructional Services division regarding textbook adoptions and coordination of requests for the Instructional Materials Allotment
19. [bookmark: _GoBack]Other duties as assigned.


SUPERVISORY RESPONSIBILITIES:
Supervise and evaluate warehouse worker(s).

EQUIPMENT USED:
Computer, typewriter, printer, copier, fax machine, PBX telephone system, electric power jack, shrink-wrap machine

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); maintain emotional control under stress

Physical Demands:
Must be able to position and frequently move about within the work area; ability to retrieve, transport , position/reposition objects, supplies and equipment; typically frequent reaching, repetitive hand/arm motions, bending stooping and kneeling are necessary; ability to position self and perform work in various areas of the facility including elevated surfaces; work outside and inside; work around machinery with moving parts; work around moving objects or vehicles; exposure to dampness and humidity; exposure to extreme hot and cold temperatures; work on ladders and scaffolding; exposure to slippery and uneven surfaces; occasional irregular work hours; ability to reposition and transport 50lbs.


The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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