7406

FI RE- RESCUE MATERI ALS MANAGER

NATURE OF WORK

This is specialized warehouse/stores work requisitioning, storing and
i ssuing parts, materials, supplies and equi pnent in the Fire-Rescue Departnent.

An enployee in a position allocated to this class nanages a |large scale
stores facility. Work involves planning the requisitioning and i ssuance of al
commodities and materials. Work is reviewed through conferences, reports and
resul ts obtai ned.

EXAMPLES OF WORK

Requi sitions, stores, and issues supplies and naterial s.

Devel ops and i npl ements i nventory controls and purchasi ng tracki ng systens
to avoi d overstocking or shortage problens.

Conducts assigned research and makes recomrendati ons to nodify warehouse
policies, procedures, and operations.

Initials commodity purchases involving | arge expenditures.

Wites specifications for equipnent and materials wused in the
war ehouse/ stores operation and reviews bid tabul ations.

Prepares and mai nt ai ns war ehouse operating budget.

Checks quantity and quality of goods received for conformty to purchase
orders and specifications.

Checks condi ti on of stock for damaged, depreci ated, worn or obsolete itens;
tal es appropriate action.

Performs related work as required.

REQUI RED KNOW EDGE, SKILLS AND ABI LI TIES

Consi der abl e knowl edge of warehouse inventory practices and procedures.

Consi der abl e knowl edge of the specialized types of supplies stored in the
facility and their use.

Consi der abl e knowl edge of the | aws, rul es and regul ati ons governi ng County
pur chasi ng.

Know edge of nodern office and accounting procedures.

Ability to naintain specialized inventory control and purchasing records.

Ability to analyze conplex problens and to exercise sound judgenent in
probl em sol uti on.

Ability to communicate effectively, both orally and in witing.

M NI MUM ENTRANCE REQUI REMENTS

Graduation from high school supplenmented by two (2) years of college
coursework in Business Admi nistration, Marketing or related field; one (1) year
of experience in warehouse operations; or any equival ent conbination of rel ated
trai ni ng and experience.
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