








HELIX WATER DISTRICT

April 8, 2000

WAREHOUSE AND MATERIALS COORDINATOR

JOB SUMMARY

Warehouse and Materials Coordinator is a nonexempt lead worker class. Under direction, leads and participates in the work of employees engaged in the ordering, receipt, storage, issuance, inventory and delivery of materials, supplies, parts, tools and equipment used in the construction, maintenance and repair of the water distribution system and facilities; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Leads, schedules, evaluates and participates in the work of personnel engaged in the operation of the District's warehouse facility, ordering, receiving, storing, issuing, inventorying and delivering a wide variety of material, supplies, parts, tools and equipment used in the construction, main​tenance and repair of the water distribution system.

2. Instructs and trains personnel in the duties and tasks concerned with the safe and efficient operation of a central warehouse; trains and instructs personnel in the safe and proper operation of tools and equip​ment used in the warehouse, including forklifts, pallet jacks and hand trucks.

3. Instructs and trains personnel in the operation of the District's computerized inventory and ordering system.

4. Evaluates warehouse to ensure established policies, procedures and safety practices are observed.

5. Purchases, issues and distributes materials, supplies, parts, tools and equipment; determines avail​ability of stock items; receives items for specialized orders.

6. Arranges and coordinates delivery of purchased supplies and materials; arranges location and layout of stock in storage areas; maintains storage areas in a clean and orderly condition; ensures the security of storage areas.

7. Determines the appropriateness and/or feasibility of substituting parts on the basis of knowledge of interchangeability of such parts.

8. Identifies parts and tools as described and requested by users.

9. Inspects parts, supplies and equipment for quality, quantity and correctness; verifies and checks items received against approved material list, parts catalogs and manufacturer's identification, model or parts number; updates status of outstanding orders on computer and completes packing invoice cover sheets for accounting department.

10. Maintains a comprehensive computer-based inventory system; performs inventory control duties;  prepares monthly bid list for vendor quotes, initiates purchase orders and distributes orders to suc​cessful bidders; main​tains inventory level by ordering materials in a timely manner.

11. Utilizes and maintains parts catalogs, repair manuals and tracking system for parts maintenance and control.

12. Operates forklifts, pallet jacks, hand trucks, delivery trucks, knuckle boom cranes and other equip​ment in the storage and delivery of material, supplies and parts.

13. Uses petty cash, credit card and local purchase orders for local retail purchases.

14. Participates in the selection, supervision and work evaluation of assigned staff; recommends disci​plin​ary action; resolves a variety of routine personnel and administrative matters.

15. Prepares reports and keeps a variety of records.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. Methods, practices, techniques, tools and equipment utilized in the operation of a large, centralized water works warehouse facility.

2. Principles and practices of effective employee supervision, including training, work evaluation and discipline.

3. Safety practices and procedures pertaining to the work.

4. Computer applications related to the work.

Ability to:

1. Plan, organize, supervise, assign, inspect and evaluate the work of others.

2. Motivate and evaluate staff and provide for their training and development.

3. Analyze situations, evaluate alternatives and recommend or adopt effective courses of action.

4. Develop and implement work standards.

5. Prepare clear and concise records, reports and other written materials.

6. Exercise independent judgment and initiative within established guidelines.

7. Establish and maintain effective relationships with those encountered in the course of the work.

8. Properly and safely operate warehouse equipment, such as forklifts, pallet jacks, delivery trucks and hand trucks.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent; and three years of responsible warehousing and/or storekeeping experience.

Licenses; Certificates; Special Requirements:

A valid California driver’s license and ability to maintain insurability under the District’s Vehicle Insurance Policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are representative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to stand and walk; sit; talk or hear, in person and by telephone; use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to climb or balance; stoop or kneel. The employee must regularly lift and/or move up to 50 pounds, frequently up to 100 pounds and occasionally over 100 pounds. 

Specific vision abilities required include close vision, distance vision, peripheral vision, depth perception, color vision and the ability to adjust focus.

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data, information and documents; analyze and solve problems; use math and mathematical reasoning; observe and interpret situations; learn and apply new information or new skills; perform highly detailed work on multiple, concurrent tasks; work under intensive deadlines with constant interruptions; and interact with staff, other organizations and the public.

Work Environment:

While performing the duties of the job, the employee regularly works in outdoor weather conditions; in high, precarious places; and around moving equipment. The employee occasionally may be exposed to wet and/or humid conditions, vibration, fumes or airborne particles. The noise level is occasionally loud.

GM Approval: 
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