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ESSENTIAL/NON-ESSENTIAL FUNCTIONS
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor


	form1[0]: 
	#subform[0]: 
	CDESeal[0]: 
	CurrentProposed[0]: 1
	PRLogNum[0]: 
	Classifications[0]: Materials and Stores Specialist
	WorkingTitle[0]: Materials and Stores Specialist
	Branch[0]: Building Educational Success Together Branch
	Division[0]: California School for the Deaf, Riverside
	Office[0]: 
	CBID[0]: [R12]
	WWG[0]: [2]
	PCN[0]: 
	PositionNumber[0]: 205-030-1506-001
	City[0]: Riverside
	Probation[0]: [6 Months]
	Tenure[0]: [Permanent]
	TimeBase[0]: [Full-Time]
	Bilingual[0]: [No]
	Telework[0]: [In-Office]
	SafetySensitive[0]: [No]
	ConflictofInterest[0]: [No]
	GeneralDuties[0]: Under the direct supervision of the Business Services Officer Supervisor, the Materials and Stores Specialist (MSS) is responsible for warehouse functions in the main warehouse and assisting the Property Controller with receipt of equipment, furniture, and inventory of the warehouse supplies and assets on campus.
	ConductExp[0]: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec[0]: The Materials and Stores Specialist reports directly to and receives assignments from the Business Services Officer Supervisor (BS0).
	SupervisorEx[0]: NA
	WorkingConditions[0]: Must possess the necessary physical, mental, and cognitive abilities to perform the specialized detailed work needed to carry out the essential duties of the position. Work environment is primarily performed in a warehouse setting with artificial light and climate control as well as outside work in both cooler and warmer temperatures. 

	#subform[1]: 
	TimeRequired1[0]: 40
	EssentialNonEssential1[0]: 1
	Duties1[0]: Sign for deliveries, inventory shipments received by using Purchase and Sub Purchase orders. Verify vendors packing slip with actual items received and ordered. Issue stock receive reports for all deliveries and provide copies as needed. Operate motorized material handling equipment in stocking and rotation of inventory. Ensure all new equipment is tagged/bar coded prior to recording into inventory system (PITS). Schedule and help deliver supply orders from staff.
	TimeRequired2[0]: 40
	EssentialNonEssential2[0]: 1
	Duties2[0]: Maintain inventory tracking of warehouse supplies. Record all supply purchases, transfers, and deletions. Keep current on Office of Procurement specifications, freight, and stock systems. Review future demands of various supplies based on previous needs/orders; maintaining sufficient supplies in inventory. Perform heavy physical labor when stocking and rotating inventory. Keep storage and inventory areas neatly organized and clean. Create receipts for Contracts.
	TimeRequired3[0]: 20
	EssentialNonEssential3[0]: 1
	Duties3[0]: Assist the Property Controller with receipts, tagging, and movement of equipment and furniture. Assist with preparing and obtaining a signed Property Move form upon issuance or movement or equipment and furniture. Assist with annual equipment/physical inventory. 

	#subform[2]: 
	TimeRequired4[0]: 
	EssentialNonEssential4[0]: Off
	Duties4[0]: 
	TimeRequired5[0]: 
	EssentialNonEssential5[0]: Off
	Duties5[0]: 
	TimeRequired6[0]: 
	EssentialNonEssential6[0]: Off
	Duties6[0]: 

	#subform[3]: 
	AdditionalReq[0]: In addition to evaluating each candidates relative ability, as demonstrated by quality and experience, the following factors will provide the basis for competitively evaluating each candidate:
- Ability to exercise initiative, and independence.
- Ability to communicate effectively and willingness to learn American Sign Language (ASL).
- Ability to interact professionally with a wide range of people.
- Ability to prioritize workload, complete work timely with multiple deadlines. 
- By signing this duty statement, the employee understands and adheres to all policies and procedures related to Mandated Reporting of Suspected Child Abuse and Dependent Adult Abuse.
	PersonalContacts[0]: The Material and Stores Specialist will have contact with various levels of staff throughout the department, external agencies, vendors, stakeholders and the public.
	EmployeeName[0]: 
	EmployeeSignatureDate[0]: 
	ManagerSupervisorName[0]: 
	ManagerSupervisorSignatureDate[0]: 
	HRDApprovalDate[0]: 
	EffectiveDate[0]: 
	UploadedDate[0]: 




