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CONTRA COSTA WATER DISTRICT

STOREKEEPER

DEFINITION
Under general supervision of the Purchasing Officer performs assigned duties connected with the allocating, receiving, inspecting, storage, handling, distribution, and inventory control of materials and supplies used in a water utility. 

DISTINGUISHING FEATURES
Storekeeper has direct responsibility for inventory control of construction materials, supplies and equipment. Specific duties of this classification involve receiving, inspecting, storing, issuing, transporting, and preserving construction materials, equipment, and supplies. The Storekeeper directs and trains the Assistant Storekeeper as may be assigned. Work is centered in a major storage location, but may include occasional duties at other District storage sites. 

TYPICAL EXAMPLES OF WORK PERFORMED 

1. Inspects, sorts, and stores items in prescribed storage facilities or yard sites for disbursement when needed.

2. Assists the Purchasing Officer in the determination of inventory levels, and re-order points.

3. Assigns identification numbers to supplies; receives and issues materials and equipment, and assists with stock inventories.

4. Prepares material disbursement and receipt reports and other reports as required; these functions may be required by hand- written or computerized methods.

5. Operates a forklift and other vehicles to move and stack materials in a safe manner.

6. Uses hand tools in issuing, receiving and reclaiming materials, as may be required.

7. Ensures the security of equipment and supplies kept in storage areas by locking equipment as needed.

8. Verifies articles received against purchase orders, by counting or weighing the articles. Inspects articles to ensure compliance with specifications. Reports any discrepancies or damage in materials received.

9. May perform minor repair or maintenance work on assigned equipment and properties.

10. Processes the return of materials to vendor to be scrapped or junked.

11. Performs related duties as required. 

QUALIFICATIONS FOR EMPLOYMENT
Education: 

Completion of the twelfth grade or its equivalent, with basic knowledge of high school arithmetic.

Experience: 

Two years employment in work involving record keeping, handling of supplies and equipment, contact with public. 

Knowledge, Skills, and Abilities: 

Working knowledge of water works materials, supplies, and equipment. Ability to understand and carry out written and oral instructions, to demonstrate above average mechanical ability and manual dexterity, to perform accurate mathematical calculations and measurements, to distinguish and identify specific types of water works materials, supplies and equipment, to operate various office equipment. Must be able to tactfully communicate with the public. 

Other Requirements:  

Must successfully pass a physical examination before employment with the District; have a valid California driver's license and a satisfactory driving record. Must be in good physical condition and able to do strenuous physical labor and have the ability to move bulky items, weighing as much as 95 lbs., and load/unload same from vehicles or other transportation equipment in a safe manner. Willingness to work outside under a variety of climatic conditions. Work outside of normal working hours may be required. 

Adopted:  February 21, 1985

