
WAREHOUSE ASSISTANT - 1311PRIVATE 

GENERAL DEFINITION AND CONDITIONS OF WORK:
Performs intermediate clerical and semiskilled work in the operation of a warehouse; does related work as required. Work is performed under regular supervision.

This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, and up to 10 pounds of force constantly to move objects; work requires climbing, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is required for depth perception, preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, operation of machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities; the worker is subject to inside and outside environmental conditions, hazards, and atmospheric conditions.

ESSENTIAL FUNCTIONS/TYPICAL TASKS:
Reviews inventory stock levels and determines commodities to be reordered;

Prepares quote sheets on commodities; faxes or mails quote sheets to vendors; receives quotes; analyzes quotes; awards purchase;

Prepares purchase requisitions; prepares purchase orders from requisitions; faxes or mails purchase orders to vendors;

Expedites orders that are slow in arriving;

Receives orders from common carrier or vendor delivery; inspects items for damage before receiving; pulls receiving copy of purchase orders and packing slips to verify quantities received; records inventory number on each item received; unpacks and places in proper location on shelves; enters items into computer to update quantity received in inventory; 

Greets employees at window and takes orders; picks items from shelves and records on inventory issue sheet; distributes items to employees; enters items into computer to update quantity issued from inventory;

Receives phone calls; assists employees in research of new products; receives salespeople and corrects problems; 

Maintains and orders warehouse supplies; researches and obtains prices;

Maintains warehouse records as needed; assists employees with products as needed;

Cleans warehouse floor; carries out cardboard and excess pallets; receives shipments for other departments; inspects and notifies departments of shipment;

Maintain reasonable and predictable attendance;
Performs related tasks as required.

KNOWLEDGE, SKILLS, AND ABILITIES:
General knowledge of modern storeroom and inventory practices; general knowledge of use of warehouse items; ability to count and inspect a variety of stores and materials accurately and thoroughly; ability to maintain computer records; ability to drive light automotive equipment; ability to establish and maintain effective working relationships with associates; ability to follow oral and written instructions.

EDUCATION AND EXPERIENCE:
Any combination of education and experience equivalent to graduation from high school and considerable experience in the issue, inventory, and acquisition of supplies.

SPECIAL REQUIREMENTS:

Must possess a valid, unexpired North Carolina driver’s license.

