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JOB DESCRIPTION 
 
  

LEAD WAREHOUSE WORKER 
 

 

 
DESCRIPTION OF BASIC FUNCTIONS AND RESPONSIBILITIES  
 
Under direction oversee, coordinate, and participate in the receipt, storage, loading, unloading, delivery, and 
inventory of District materials, supplies, mail, equipment, and food goods at assigned District warehouse facility 
and to maintain accompanying records as required. Employees in this classification receive general to limited 
supervision from a supervisory level within a framework of standard policies and procedures. Employees in this 
classification direct and oversee the work of subordinate warehouse workers in a lead capacity. Positions 
allocated to this classification function at either the central kitchen or District warehouse facility. This job 
classification exercises responsibility for maintaining stock and inventory control of warehouse goods and 
materials and for providing direction to staff involved in warehouse activities and operations. 
 
 
ESSENTIAL FUNCTIONS  
 

 directs, oversees, and coordinates the receipt, storage, and delivery of supplies, materials, equipment, 
and/or food goods into and out of assigned warehouse facility 

 directs and assists in the receipt, marking, storage, and distribution of school equipment, supplies, and 
food items 

 inspects and checks items received against purchase orders and invoices and reports discrepancies to 
appropriate authority 

 trains staff in proper warehouse/inventory procedures 
 maintains stock control of warehouse goods and materials 
 directs routine and special deliveries 
 confers with school site personnel regarding deliveries, requisitions, and general warehouse 

procedures and operations 
 directs and assists in periodic and annual inventories of all supplies and materials in assigned District 

warehouse 
 participates in all facets of warehousing activity operations and delivery activities 
 prepares basic reports and assists supervisor with various activities related to warehousing operations 
 directs and participates in loading and unloading trucks and/or delivery vehicles 
 makes recommendations regarding warehouse procedures and needs 
 operates and trains staff in the safe and proper operation of warehouse equipment and tools 
 maintains Material Safety Data Sheets (MSDS) file on all hazardous materials ordered by the District 
 performs related duties as required 
 incorporated within one or more of the previously mentioned essential functions of this job 

description are the following essential physical requirements. The applicable number from the chart 
below best indicates what percentage of time is spent on each of the following essential physical 
requirements. The categories refer to the overall requirements on an annual basis. 
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PHYSICAL REQUIREMENTS  
 

1.  Seldom = Less than 25 %   3.  Often = 51 to 75 % 
2.  Occasional = 26 to 50 %   4.  Very Frequent = 76 % & above 
 

3 a.  Ability to work at a desk, conference table or in meetings of various configurations. 
3 b.  Ability to stand for extended periods of time. 
4 c.  Ability to see for the purpose of reading laws and codes, rules and policies and other printed 

matter. 
4 d.  Ability to hear and understand speech at normal levels. 
4 e.  Ability to communicate so others will be able to clearly understand a normal conversation. 
3 f.  Ability to bend and twist, sit, stoop, kneel, push, pull, and crawl. 
3 g. Ability to lift 70 lbs. 
3 h.  Ability to carry 70 lbs. 
4 i.  Ability to operate office equipment. 
4 j.  Ability to reach in all directions. 
 
 

REASONABLE ACCOMMODATION  
 
The District will comply with all legal requirements relating to reasonable accommodation for employees and 
job applicants. 
 
 
EMPLOYMENT STANDARDS  
 
POSSESSION OF: 

 a valid Class B California Driver's License or be able to obtain within six months of employment. 
 
KNOWLEDGE OF:  

 stock inventory methods, procedures, and record keeping 
 the proper warehousing and storage methods and procedures 
 the safe use and operation of warehouse equipment and tools 

 
SKILL TO: 

 read and write at a level sufficient to perform required duties 
 understand and carry out oral and written instructions independently 
 direct (within the operational guidelines) a central warehouse system and logistics operations 
 direct and prioritize the work of others 
 establish and maintain accurate records and provide data as requested 
 operate a variety of machines and equipment including vehicles, truck, forklift, and hand-trucks  
 establish and maintain effective work relationships with those contacted in the performance of  

required duties 
 
ABILITY TO: 

 pass a general math skills test 
 meet the physical requirements for performance of assigned duties 
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EDUCATION 
 
Graduation from high school or equivalent evidence of educational proficiency at the high school level. 
 
 
EXPERIENCE 
 
Three years of experience in warehouse, storekeeping, or stock control are required. Computer data input 
and reporting experience is also required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(Job Desc. Revised 09/04) 


