
District Position Description 

 
 
 

Position Title: Stockroom Attendant 
Department: Purchasing and Warehousing 
Reports To: Supervisor, Purchasing 
FLSA Status: Non-Exempt 

 
SUMMARY:   
Receives and maintains merchandise quickly and accurately. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:    

 Receives and records warehouse stock on stock receiving forms for the Maintenance and 
Purchasing Warehouse. 

 Restocks shelves. 

 Issues out stock. 

 Monitors the need to order fuel (Unleaded and Diesel) for Maintenance. 

 Contacts Material Expediter or Inventory Control Specialist when necessary regarding wrong 
merchandise sent. 

 Verifies the count of incoming merchandise, and records the catalog numbers and quantity 
received either on packing slip or department’s form when no packing slip is enclosed. 

 Shares the responsibility for keeping the Warehouse floors clean. 

 Assists with inventory at the end of each fiscal year and any other time considered necessary. 

 Assists with surplus distribution to schools. 

 Serves as back up for warehouse person/driver. 

 Performs other duties as may be assigned by the Purchasing Supervisor. 
 

JOB SPECIFICATIONS 
 
EDUCATION and/or EXPERIENCE:   
High school diploma or general education degree (GED). One year’s experience in shipping and 
receiving, preferred.   
 
Such alternatives to the above qualifications as the Board may find appropriate and acceptable. 
 
CERTIFICATES, LICENSES, REGISTRATIONS:   
Must possess a valid driver’s license.  
 
SUPERVISORY RESPONSIBILITIES:   
Supervises the inventory control specialist, stockroom attendant, warehouse person/driver, and 
warehouse person. Responsibilities include interviewing, hiring, and training employees; planning, 
assigning, and directing work; appraising performance; rewarding and disciplining employees; 
addressing complaints, and resolving problems. 
 
Carries out supervisory responsibilities in accordance with the organization’s policies and applicable 
laws.   



LANGUAGE SKILLS:   
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, 
and procedure manuals.  Ability to write routine reports and correspondence. 
 
MATHEMATICAL SKILLS: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals.  
 
REASONING ABILITY: 
Ability to interpret and carry out instructions furnished in written, oral, diagram or schedule form.  
Ability to provide technical and managerial expertise to improve programs. Ability to solve practical 
problems and deal with a variety of concrete variables in situations where only limited standardization 
exists.  
 
OTHER SKILLS and ABILITIES: 
Ability to perform duties with awareness of all district requirements and Board of Education policies. 
 
Ability to successfully complete hands-on testing. Ability to establish and maintain effective working 
relationships with students, staff and the community.  Ability to speak clearly and concisely both in oral 
and written communication.   
 
PHYSICAL DEMANDS:  
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 may be made to 
enable individuals with disabilities to perform the essential functions. 
 
The employee will frequently lift 50 pounds and move up to 100 pounds.  The employee will sometimes 
push/pull items such as furniture or boxes of materials. 
 
While performing the duties of this job, the employee is regularly required to talk or hear. The employee 
frequently is required to walk, sit, reach with hands and arms, climb or balance, and stoop, kneel, 
crouch, or crawl. The employee is occasionally required to stand. Specific vision abilities required by this 
job include close vision and distance vision.   
 
WORK ENVIRONMENT:   
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
Frequently works in outside weather conditions.  The noise level in this environment is quiet to loud 
depending upon the activity in the particular part of the day.  
 
TERMS OF EMPLOYMENT:   
12 months 
Support Worker III Pay Scale 
 
The terms of employment detailed in this job description are based on full time employment during the school year.  
Conditions of employment adjusted for part time employees or individuals who are hired for less than an entire school year. 
 
EVALUATION:   
Performance of this job evaluated annually according to Board Policy. 
 



DISCLAIMER STATEMENT: 
The information contained in this job-description is for compliance with the American with Disabilities Act (A.D.A.) and is not 
an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals currently 
holding this position and additional duties may be assigned. 
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