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INVENTORY SPECIALIST





                                                           


KIND OF WORK:  This is responsible record keeping work in    compiling and maintaining inventory records of the employing jurisdiction.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for keeping accurate and comprehensive inventory and cost records on the type and location of property, equipment and supplies owned by the employing agency.  Work is performed under the general supervision of the Assistant Warehouse Manager or other superior within established guidelines and procedures. Supervision may be exercised over Utility Clerks and other employees as assigned.  The Inventory Specialist may be required to work in excess of ten hours overtime per month and must be able to lift items weighing more than forty pounds. 





EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Compiles records of amount, kind and value of equipment, vehicles, tools, appliances, furniture, materials and supplies; uses and teaches Utility Clerks to use computer terminal to record receipt of inventory; conducts annual audit of the warehouse and other periodic audits as required; maintains inventory of all Title 20 property in day care centers, Public Fund 401 purchases and Section 8 Housing equipment; maintains inventory of all equipment and supplies purchased; compares inventories taken by other workers with office records; investigates and reports reasons for discrepancies; recommends survey of broken or unusable items and means of disposal; prepares and makes oral and written reports; ensures adherence to standard requisition procedures; performs related work as required.





ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of inventory control and stores methods and procedures; thorough knowledge of the nomenclature and types of a wide variety of materials, tools, equipment and supplies used in public sector projects; good knowledge of safety precautions and practices followed in warehouse operations; ability to establish and maintain moderately complex inventory and cost control records; ability to establish and maintain effective working relationships with other employees.





MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school and a minimum of three years' experience in inventory and cost control, including one year's experience in a supervisory capacity; or a combination of education and experience equivalent to these requirements.
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