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CLASS:  MATERIALS AND STORES SUPERVISOR

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Communicates program goals and objectives in order to establish work expectations of staff utilizing meetings or through written memorandum under the direction of management.

	2. 
	Assigns workload and provides complete instructions on assignments and tasks in person and through e-mail, written memorandum and meetings.

	3. 
	Maintains employee’s performance standards and expectations by conducting probationary reviews and preparing written performance evaluations, annual Individual Development Plans, and disciplinary actions utilizing duty statements and MOU guidelines, etc., under the direction of management.

	4. 
	Implements various collective bargaining agreements, including review and response to first level grievances in order to resolve employee issues and meet the guidelines of the MOU utilizing bargaining unit agreements, corrective intervention unit, etc., under the direction of management.  

	5. 
	Monitors the inspection, service and repair of all equipment in order to maintain proper working conditions utilizing service contracts, etc., under the direction of management.

	6. 
	Grants or denies subordinate staff requests for time off or requests to work overtime in order to ensure proper staffing levels utilizing PAL, ABMS, MOU’s, and current workload demands under the direction of management.

	7. 
	Approves PAL entries for staff on dock, AWOL and time worked on or before the designated SCO semi-monthly or monthly payroll cut-off date to ensure the correct issuance of an SCO warrant on pay day utilizing ABMS under the direction of management.

	8. 
	Conducts interviews, evaluating and recommending candidates for appointment utilizing various methods for filling vacancies, (e.g. certification lists, transfers, training and development assignments, reinstatements, etc.) as needed under the direction of management.

	9. 
	Monitors the receipt of incoming materials against invoices or bills of lading in order to verify items, quantities, proper billing code, control number, and agency name utilizing SAM, Departmental policies and procedures and a variety of warehouse equipment (i.e., pallet jack, fork lift, hand dolly) under the direction of management.

	10. 
	Monitors the loading and unloading of trucks of materials for shipping or storage utilizing SAM, Departmental policies and procedures and a variety of warehouse equipment (i.e., pallet jack, fork lift, hand dolly) under the direction of management.

	11. 
	Assists Warehouse Manager with continuous process improvements in order to improve in-house warehouse operations utilizing personal knowledge, SAM, and Departmental policies and procedures under the direction of management.

	12. 
	Provides lead oversight to warehouse staff with workload requirements in order to ensure timely completion of assigned tasks utilizing personal knowledge, SAM and departmental policies and procedures under the direction of management.

	13. 
	Provides training to new staff in order to ensure appropriate methods are used in warehousing functions and equipment usage utilizing personal knowledge, SAM and departmental policies and procedures under the direction of management.

	14. 
	Assists Warehouse Manager with safety training and oversight of safety issues in order to ensure the safety of all employees utilizing personal knowledge, SAM and departmental policies and procedures under the direction of management.

	15. 
	Ensures safe work environment for employees by keeping floor and storage areas clean and orderly utilizing safety guidelines, departmental policies and procedures and a variety of cleaning equipment under the direction of management.

	16. 
	Recycles outdated or excess materials in order to ensure proper disposal utilizing the California Integrated Waste Management Board recommendations and Departmental policies and procedures under the direction of management.

	17. 
	Acts as a liaison with client agencies regarding their storage requirements in order to ensure guidelines are met utilizing SAM and departmental policies and procedures under the direction of management.

	18. 
	Develops work standards for storage, shipping and receiving operations for the warehouse staff utilizing SAM and departmental policies and procedures under the direction of management.

	19. 
	Takes corrective action in order to improve employee performance utilizing the Department’s Constructive Intervention process under the direction of management.



Shared/Testing/Job Analysis/Initial Task Listing – New 10/31/02
image1.png




