CITY OF BENTON, ARKANSAS

JOB DESCRIPTION

JOB TITLE:
Warehouse Attendant

DATE: 04/08
DEPARTMENT:  Purchasing Department
GRADE: 8
DIVISION:  Public Utilities



FLSA STATUS: Non-exempt

REPORTS TO: Purchasing Dept. Manager
EEO CATEGORY:
Skilled Craft

This job description should not be interpreted as all-inclusive.  It is intended to identify the essential functions and minimum qualifications of this job.  The incumbent(s) may be required to perform job-related responsibilities and tasks other than those stated in this job description.  Nothing in this job description restricts management’s right to assign or reassign job-related responsibilities and tasks to this job at any time.  Certain functions are understood to be essential; these include, but are not limited to, attendance, getting along with others, working a full shift, and dealing with and working under stress.  Any essential function of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible.
JOB SUMMARY: 
To maintain on-site inventory necessary for construction, operation and maintenance of the utilities infrastructure system within the City of Benton.  Also, maintain on-site inventory of general goods warehouse known as Central Stores.
ESSENTIAL JOB FUNCTIONS: 
1. Performs routine manual and clerical work in ordering of supplies such as line materials, tools, and office supplies. Fills out requisition needs and submits them to the purchasing dept. manager to maintain inventory.
2. Receives orders and checks against requisition to verify receipts of goods.

3. Performs routine clerical and computer work in receiving goods into inventory and keeping current counts up to date.

4. Stores goods and supplies in proper areas in orderly condition.

5. Issues supplies and materials documenting usage.

6. Assists in periodic inventory check of goods and supplies.

7. Invoices and collects for meter base sales.

8. Operates a pick-up truck to pick up supplies from vendors.

9. Performs general maintenance around warehouse and yard area.  This includes but is not limited to keeping the warehouse clean and the grounds maintained. 


SECONDARY DUTIES AND RESPONSIBILITIES: 

1. Operates a forklift for unloading transformers, switches, heavy crates and pallets of materials.

2.   May assist in moving trucks or other equipment for maintenance and/or repair.

SUPERVISORY RESPONSIBILITIES: Any persons assigned to assist in warehouse or yard duties.

MINIMUM QUALIFICATIONS:  


REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Working  knowledge of storeroom methods and procedures used in stocking, receiving, and dispensing supplies and materials. 

Skill in basic mathematical calculations including whole numbers, common fractions and 

decimals

General Accounting knowledge in order to keep meter base drawer balanced.

Skill in safe operation of a forklift.

Skill in operation of two-way radio



Skill in use of hand and power tools

Skill in use of standard office equipment such as copier, fax, calculator and typewriter


Ability to maintain accurate and complete inventory records.


Ability to perform strenuous physical labor in lifting and moving heavy objects.

Ability to communicate effectively, both orally and in writing.

Ability to follow oral and written instructions.


General Knowledge of computer fundamentals and business software.
ADDITIONAL REQUIREMENTS:


High School Diploma or equivalent and directly related experience.

Valid Arkansas Driver’s License (non-Commercial)

RESPONSIBILITY FOR FUNDS, PROPERTY & EQUIPMENT: $1,000,000.00-$10,000,000.00
PHYSICAL REQUIREMENTS:

The physical activities marked below are representative of those that will be required on a regular basis to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.











Yes

No

Lifting
 (lbs.)








80

Carrying (lbs.)








80

Stooping/Bending







X
 


Kneeling/Squatting







X

Walking








X

Standing 








X

Sitting









X

Climbing, Balancing (working with a ladder)



X

Use of hands to finger, handle, or feel




X

Physical Coordination (simultaneous use of hands, arms, feet and legs)
X

Eye-Hand Coordination






X

Close Vision (Clear at 20 inches or less)




X

Distant Visions (Clear at 20 feet or more)




X

Color Vision








X

Depth Perception







X

Hearing








X

Work Environment:


The environmental conditions marked below are common for this job.











Yes

No

Outdoor weather conditions






X

Wet, Humid conditions (non-weather)





         X

Work near moving mechanical parts





X

Work in high, precarious places





X

Fumes or dust







            X

Toxic or caustic chemicals





            X

Extreme Heat (non-weather over 90o F)



            
         X

Low noise (e.g., business office)





X

Moderate Noise (e.g., light motorized equipment such as lawn mowers)     X

Loud noise (e.g., jackhammer, heavy motorized equipment)

            X
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1

