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CALIFORNIA CORRECTIONAL CENTER

POSITION DUTY STATEMENT
_____________________________________________________________________________
Revised 11/2019

Civil Service Classification:
Materials and Stores Supervisor I, CF- Food/Misc. Deliveries
Position Number:
068-243-1508-606
Division/Department:
Business Services/Warehouse
Supervisor Position:
No
Collective Bargaining (CBID)

 Identifier:
R12
Reports To:
Materials and Stores Supervisor II, CF (Support)
Work Hours: 
Monday through Friday (0730 - 1530 hours)

Directly Supervises:
Inmate Workers
Position Summary Statement:  Under the general supervision of the Support Warehouse Materials and Stores Supervisor II, CF, the Materials and Stores Supervisor I, CF direct, supervise and train inmate workers in the receipt, storage, issuance, and accountability of a volume of varied supplies requiring multiple re-distribution methods.  The management and safe use of equipment, and responsibility for the dispatch and the maintenance of control records and the movement of equipment.  Duties will include receiving trucks with the use of forklifts and pallet jacks, supervising the unloading/loading/reloading operations, transporting goods throughout the institution, relief coverage for all other warehouse positions (including clothing rooms if necessary) and other tasks consistent with the Materials and Stores Supervisor I classification.  Assume equivalent duties and responsibilities as directed by your supervisor and in assisting other warehouse staff.
	% Time
	Activities
	Performance Objectives/Standards


40%
Warehouse Operations/Procurement
Responsible for the day-to-day operations of the warehouse and receiving function, material receipt, storage, distribution, dispatch and/or re-distribution of a large volume and variety of food supplies.  Receive and account for all food, materials and supplies, such as milk, bread, eggs, produce, vegetables, meats and all other warehouse stock items.  Maintain the warehouse dock/storage areas including the empty bread and milk crates and pallets.  Assist in the monthly food inventory.
20%
Receipt/Storage/Order Processing
Audit receipt of materials and supplies delivered by Common Carriers, Prison Industry Authority, Vendors, United Parcel Service (UPS), Regular Postal Service (RPS), etc.  Verify that all items delivered are received against a purchase document, and that they are the correct quantity and quality as specified therein.  Ensure sufficient documentation is posted onto all items received at the warehouse and they are properly dated and 
	% Time
	Activities
	Performance Objectives/Standards


described, and correct stock number is on each pallet, sack, case, etc.  Complete vendor performance documents as required (i.e. overage, shortage, damages, non-delivery, etc.).  Investigate and resolve various invoicing discrepancies/disputes as required with vendors and/or Regional Accounting.  Examine all Requisitions for Storeroom Supplies (STD 115) to ensure that the stock numbers and descriptions are correct and quantities ordered are not excessive.  Supervise and assist inmate workers in filling the warehouse orders and verifying counts on all requisitions processed.  Monitor stock daily to insure for safe storage and proper rotation (first in/first out).  Inspect for pilferage and damage.  Ensure that supplies are picked up and/or delivered and processed in accordance to the to the institution’s established guidelines.
20%
Warehouse Stock Control/Delivery/Distribution
Maintain posting transactions in the Business Information System (BIS) and stock cards, daily.  Complete monthly physical inventories of warehouse stock items.  Conduct inventory reconciliation to determine adjustments and cause, prepare documents and submit to supervisor for review.  Transport overstock to and from separate storage facilities as needed, and maintain current inventory of said storage facilities.  Supervise inmates in cleaning the warehouse and other assigned areas.  Make periodic trips off grounds to various agencies and emergency pick-ups from local vendors as directed.
10%
Safety, Security and Training Records

Maintain security of working areas and work materials.  On a daily basis search inmates work areas for contraband, such as weapons or illegal drugs.  Maintain strict control at all times of all entry/exit traffic.  Must ensure that all “personal effects and information” (i.e., correspondence, conversation, property, etc.) in your area of responsibility is strictly controlled, monitored, and secure at all times.  All areas which are identified as “Inmate Out of Bounds” areas must be enforced by taking corrective measures (CDC 128, CDC 115, etc.).  Conduct daily workplace safety inspections in your work area and inspect equipment to determine proper operation.  Escort inmate workers to and from their work assignment as directed.  Inmate workers must be orientated accordingly upon their arrival to their assigned work area.  Conduct Inmate Orientation/Training on Workplace Injury Illness Prevention Program (IIPP) and Code of Safe Practices (CSP) and maintain all related records.  Provide on-the-job training to Inmates as required and maintain all related training records.
10%
Warehouse Support/Other Miscellaneous Job-Related Duties
Supervise inmates in the daily warehouse support functions inside and outside the dock areas.  Enter inmate time in the Strategic Offender Management System (SOMS) and complete Rules Violation documents in SOMS as needed.  As necessary, provide back-up coverage in the various warehouse support areas.  Perform other job-related warehouse duties as assigned by supervisor.
_____

100%

In addition to the above duties, you must familiarize yourself with and adhere to the following rules, regulations, and standards of conduct:

1. California Code of Regulations, Title 15.

2. DOM Section/Supplement 22030 Materials Management/Property Management.

3. DOM Section/Supplement 31020 IIPP/SDS/Code of Safe Practices.

4. DOM Section/Supplement 52020 Inmate Count and Personnel Management.

5. DOM Section/Supplement 52050 Institution Security (Warehouse)

6. DOM Section/Supplement 53130 Inmate Work Incentive Program.

7. DOM Section/Supplement 55020 Keys and Locking Devises.

8. State Administrative Manual Section 3800 Traffic Management.

9. Digest of Laws - Director’s Rules.

10. Operational Procedure Recycle and Salvage (OP 813).

All procedures are available for review in the Associate Warden, Business Services Office, Watch Office, and all Camp Offices.
I understand that I am required to have 40 hours In-Service (IST)/On-the-Job (OJT) training annually.  A minimum of eight (8) hours of which is formal classroom training.  The remaining hours of training may be formal IST, Out Service Training, OJT or any combination thereof (see DOM Subsection 32010.13).
EMPLOYEE’S STATEMENT:  I HAVE READ AND RECEIVED A COPY OF THIS DUTY STATEMENT
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