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CI TY OF SAN JCOSE
WAREHOUSE WORKER || FT/ PT(1513/1515)

CLASS PURPCOSE

Under general supervision, performs work of noderate difficulty in a |ead
capacity directing the activities of Warehouse Worker Is in the receipt,
war ehousi ng, issuing and inventoring in the operation of a warehouse.
Perforns rel ated work as required.

TYPI CAL DUTI ES AND RESULTS (Any one position may not include all the duties
listed, nor do the exanples cover all the duties which may be perforned.)

Responsi bl e for and | eads others in warehousing functions such as shi ppi ng
and receiving, solves difficult problens such as traci ng purchase docunents or
partial shipnents.

Leads others in unpacking, sorting and warehousing itens systematically,
mai ntains work areas in an orderly and safe nmanner.

| ssues general stock or specialized supply itens, naintains inventories,
orders a variety of comodities, or specialized equipnment. May determne
material requirenents fromgeneral item descriptions or fromblueprints or
specifications, may contact vendors to deternmine availability of parts and
equi prent .

Leads others in or takes inventories, posts stock received and issued
where appropriate and conpl etes, stores requisitions or simlar docunents.

Leads and arranges material for City auctions, and catal oging itens and
prices.

Leads or perforns the delivery of stock itens, nmail and office furniture
to various |ocations.

Serves in a |lead capacity in a warehousing facility.

Operates a two-ton delivery truck and other vehicles, electric and gas
powered fork-1ifts, electric order picking lift and other warehousing
equi prent .

DI STI NGUI SHI NG CHARACTERI STI CS

This is the second | evel of the warehouse class and | eads Warehouse Worker
Is or clerical staff. It differs fromthe next higher class of Sr. Warehouse
Worker in that incunbents of the latter are responsible for operation of a
war ehouse facility and may supervi se Warehouse Worker |Is and IIs.

QUALI FI CATI ONS
M ni mum Know edges, Skills and Abilities

Know edge of warehousi ng procedures, taking of inventories, and necessary
docunent ati on, including conputerized inventory.

Know edge of a wi de range of commbdities warehoused by the City including
speci al i zed stores, equi pnent and tools.
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QUALI FI CATI ONS ( Cont i nued)
M ni mum Knowl edges, Skills and Abilities

Know edge of safe nethods of warehousing and handling materials.

Know edge of sources for specialized materials.

Ability to | ead other enployees in work.

Ability to keep records and accounts accurately.

Ability to Iift and carry noderately heavy and bul ky itens.

Ability to operate a variety of trucks, lifts and specialized equi prent.
Ability to establish and maintain effective working relationships.
Ability to read and understand bl ueprints, draw ngs and specifications.
Ability to operate a variety of trucks, lifts and warehousi ng equi prment.

Conpet ency Know edges and Abilities

Know edge of Federal, State and | ocal requirement for handling hazardous
mat eri al s.

Knowl edge of City purchasi ng procedures.

Ability to determine material requirenents for specific or specialized
uses.

Ability to identify and solve problens related to receiving, warehousing,
and i ssui ng.

Ability to use conputerized inventory control system FMs and rel ated
prograns.

Trai ni ng and Experience

Any conbination of training and experience equivalent to conpletion of
hi gh school and two (2) years performng receiving, issuing, shipping,
conputer inventory control and rel ated warehouse duties in a | arge warehousing
facility.
Li censes/ Certificates

As a condition of enploynent in sone designated positions, possession of a

valid State of California Class A or Bdriver's license with applicable
endorsenents may be required in the performance of job duties.

(Formerly Sr. Stock derk)

1295P/ 1134P
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CLASS PURPOSE

Under general supervision, perfornms work of noderate difficulty in a |ead
capacity directing the activities of Warehouse Wrker Is in the receipt,
war ehousi ng, issuing and inventoring in the operation of a warehouse.
Performs rel ated work as required.

TYPI CAL DUTI ES AND RESULTS (Any one position may not include all the duties
listed, nor do the exanples cover all the duties which may be perforned.)

Responsi bl e for and | eads others in warehousing functions such as shi pping
and receiving, solves difficult problens such as tracing purchase docunents or
partial shipnents.

Leads ot hers in unpacking, sorting and warehousing itens systematically,
mai ntains work areas in an orderly and safe nmanner

| ssues general stock or specialized supply itens, naintains inventories,
orders a variety of comodities, or specialized equipnment. May determ ne
material requirements fromgeneral itemdescriptions or fromblueprints or
speci fications, may contact vendors to determine availability of parts and
equi prent .

Leads others in or takes inventories, posts stock received and issued
where appropriate and conpl etes, stores requisitions or sinlar docunents.

Leads and arranges material for Cty auctions, and catal oging itens and
prices.

Leads or perforns the delivery of stock itens, mail and office furniture
to various |ocations.

Serves in a |lead capacity in a warehousing facility.

Qperates a two-ton delivery truck and other vehicles, electric and gas
powered fork-1ifts, electric order picking lift and ot her warehousing
equi prent .

DI STI NGUI SHI NG CHARACTERI STI CS

This is the second | evel of the warehouse class and | eads Warehouse Wrker
Is or clerical staff. It differs fromthe next higher class of Sr. Warehouse
Worker in that incunbents of the latter are responsible for operation of a
war ehouse facility and may supervi se Warehouse Worker |Is and IIs.

QUALI FI CATI ONS
M ni mum Know edges, Skills and Abilities

Know edge of warehousi ng procedures, taking of inventories, and necessary
document ati on, including conputerized inventory.

Know edge of a wi de range of commpbdities warehoused by the Gty including
speci al i zed stores, equi pnent and tools.
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QUALI FI CATI ONS ( Cont i nued)
M ni mum Knowl edges, Skills and Abilities

Know edge of safe nethods of warehousing and handling materials.

Know edge of sources for specialized materials.

Ability to | ead other enployees in work.

Ability to keep records and accounts accurately.

Ability to Iift and carry noderately heavy and bul ky itens.

Ability to operate a variety of trucks, lifts and specialized equi prent.
Ability to establish and maintain effective working relationships.
Ability to read and understand bl ueprints, draw ngs and specifications.
Ability to operate a variety of trucks, lifts and warehousi ng equi prment.

Conpet ency Know edges and Abilities

Know edge of Federal, State and | ocal requirement for handling hazardous
mat eri al s.

Knowl edge of City purchasi ng procedures.

Ability to determine material requirenents for specific or specialized
uses.

Ability to identify and solve problens related to receiving, warehousing,
and i ssui ng.

Ability to use conputerized inventory control system FMs and rel ated
prograns.

Trai ni ng and Experience

Any conbination of training and experience equivalent to conpletion of
hi gh school and two (2) years performng receiving, issuing, shipping,
conputer inventory control and rel ated warehouse duties in a | arge warehousing
facility.
Li censes/ Certificates

Possession of a valid State of California Class B driver's license is
required within six (6) nonths of appointnment.

(Formerly Sr. Stock derk)

1295P/ 1134P
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Cty of San Jose
SENI OR STOCK CLERK (1513)
CLASS PURPGCSE

Under general supervision, performs work of noderate difficulty and | eads
others in the recei pt, warehousing, issuance and inventory of City stock
items, specialized parts of equipnment. Performs related work as required.

TYPI CAL DUTI ES AND RESULTS (Any one position may not include all the duties
listed, nor do the exanples cover all the duties which may be perforned.)

Responsi bl e for and | eads others in warehousing functions such as shi ppi ng
and receiving, solves difficult problens such as traci ng purchase docunents or
partial shipnments.

Perforns or |eads others in unpacking, sorting and warehousing itens
systematically, maintains work areas in an orderly and safe manner

| ssues general stock or specialized supply itens, nmaintains inventories,
orders a variety of comodities, or specialized equipnment. May determne
material requirements fromgeneral itemdescriptions or fromblueprints or
specifications, my contact vendors to determne availability of parts and
equi prent .

Leads others in or takes inventories, posts stock received and issued
where appropriate and conpl etes, stores requisitions or sinilar docunents.

Leads and arranges material for Cty auctions, and catal oging itens and
prices.

Leads or perforns the delivery of stock itenms, mail and occasionally
office furniture to various |ocations.

Oper at es equi prent such as manual shift two-ton delivery truck and other
vehicles, electric and gas powered fork lifts, electric order picking lift,
and simlar equipnent to nove and stack stock itens.

May | ead the work of others.

May operate City's records storage center.

DI STI NGUI SHI NG CHARACTERI STI CS

This is the second | evel of the warehouse class and may | ead stock clerks
or clerical staff. It differs fromthe next higher class of Storekeeper in
that incunbents of the latter are responsible for a nore varied and conpl ex
st or ekeepi ng function

QUALI FI CATI ONS
M ni mum Know edges, Skills and Abilities

Know edge of stock keeping, taking of inventories, and necessary
document ati on, including conputerized inventory.

Know edge of City purchasing and requisition procedures.

Knowl edge of a wi de range of commbdities warehoused by the City including
speci al i zed stores, equi pnent and tools.
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QUALI FI CATI ONS ( Cont i nued)
M ni mum Knowl edges, Skills and Abilities

Know edge of sources for specialized materials.

Ability to | ead other enployees in work.

Ability to keep records and accounts accurately.

Ability to Iift and carry noderately heavy and bul ky itens.

Ability to operate a variety of trucks, lifts and specialized equiprent.
Ability to establish and nmaintain effective working relationships.

Conpet ency Know edges and Abilities

Know edge of safe nethods of warehousing and handling materials.

Ability to read and understand draw ngs and specifications.

Ability to determine material requirenents for specific or specialized
uses.

Ability to identify and solve problens related to receiving, warehousing,
and i ssui ng.

Trai ni ng and Experience

Any conbination of training and experience equivalent to two (2) years
perform ng receiving, issuing, shipping, computer inventory control and
rel at ed war ehouse duti es.

Li censes/ Certificates

Possession of a valid driver's |icense authorizing operation of a notor
vehicle in the State of California

Possession of a valid California Class B driver's |license may be required
within 6 nonths of appoi ntnent.

(1295P)
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Cty of San Jose
SENI OR STOCK CLERK (1513)
CLASS PURPGCSE

Under general supervision, performs work of noderate difficulty and | eads
others in the recei pt, warehousing, issuance and inventory of City stock
items, specialized parts of equipnment. Performs related work as required.

TYPI CAL DUTI ES AND RESULTS (Any one position may not include all the duties
listed, nor do the exanples cover all the duties which may be perforned.)

Responsi bl e for and | eads others in warehousing functions such as shi ppi ng
and receiving, solves difficult problens such as traci ng purchase docunents or
partial shipnments.

Perforns or |eads others in unpacking, sorting and warehousing itens
systematically, maintains work areas in an orderly and safe manner

| ssues general stock or specialized supply itens, nmaintains inventories,
orders a variety of comodities, or specialized equipnment. May determne
material requirements fromgeneral itemdescriptions or fromblueprints or
specifications, my contact vendors to determne availability of parts and
equi prent .

Leads others in or takes inventories, posts stock received and issued
where appropriate and conpl etes, stores requisitions or sinilar docunents.

Leads and arranges material for Cty auctions, and catal oging itens and
prices.

Leads or perforns the delivery of stock itenms, mail and occasionally
office furniture to various |ocations.

Oper at es equi prent such as manual shift two-ton delivery truck and other
vehicles, electric and gas powered fork lifts, electric order picking lift,
and simlar equipnent to nove and stack stock itens.

May | ead the work of others.

May operate City's records storage center.

DI STI NGUI SHI NG CHARACTERI STI CS

This is the second | evel of the warehouse class and may | ead stock clerks
or clerical staff. It differs fromthe next higher class of Storekeeper in
that incunbents of the latter are responsible for a nore varied and conpl ex
st or ekeepi ng function

QUALI FI CATI ONS
M ni mum Know edges, Skills and Abilities

Know edge of stock keeping, taking of inventories, and necessary
document ati on, including conputerized inventory.

Know edge of City purchasing and requisition procedures.

Knowl edge of a wi de range of commbdities warehoused by the City including
speci al i zed stores, equi pnent and tools.
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QUALI FI CATI ONS ( Cont i nued)
M ni mum Knowl edges, Skills and Abilities

Know edge of sources for specialized materials.

Ability to | ead other enployees in work.

Ability to keep records and accounts accurately.

Ability to Iift and carry noderately heavy and bul ky itens.

Ability to operate a variety of trucks, lifts and specialized equiprent.
Ability to establish and nmaintain effective working relationships.

Conpet ency Know edges and Abilities

Know edge of safe nethods of warehousing and handling materials.

Ability to read and understand draw ngs and specifications.

Ability to determine material requirenents for specific or specialized
uses.

Ability to identify and solve problens related to receiving, warehousing,
and i ssui ng.

Trai ni ng and Experience

Any conbination of training and experience equivalent to two (2) years
perform ng receiving, issuing, shipping, computer inventory control and
rel at ed war ehouse duti es.

Li censes/ Certificates

Possession of a valid driver's |icense authorizing operation of a notor
vehicle in the State of California

(1295P)



