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Irvine Unified School District

WAREHOUSE SUPERVISOR

DEFINITION

Under general direction performs supervisory and management functions essential to the efficient operation of the
District Warehouse. Responsible for operational planning, inventory management, stock controls, receiving and
distribution procedures, coordination of District Warehouse support activities, supervision of personnel and
administration of warehouse functions.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Coordinates and directs all aspects of warehouse support, establishes priorities and supervises performance of
warehouse personnel.
Monitors storage space and controls stock levels.
Supervises inventories and maintains controls required to assure the security and accountability of District
equipment, materials and property.
Manages and performs computer operations to include:

The input of receipts, issues and credits of supplies and materials for billing purposes.
Data adjustments for price changes.
Inventory status information.

Cooperates with the District Purchasing Office in the procurement and stocking of line items required for
support of school operations.
Receives and processes textbook orders.
Provides confirmation on invoices verifying items and quantities received.
Supervises routine warehouse operations to ensure quality of both incoming and outgoing materials and
proper processing of shipping and receiving documents.
Maintains records and provides reports.
Ensures compliance with safety procedures.
Responsible for housekeeping and security within the warehouse.
Performs such other duties as may be required to support the District.

QUALIFICATIONS

Knowledge of:

Warehouse operations and procedures.
Methods and procedures for receipt, storage and issue of supplies and material.
Inventory procedures and controls.
Computerized stock procedures.
Principles of training and supervision.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel
objects, tools, or controls; reach with hands and arms; and talk or hear. The employee frequently is required to stand
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and walk. The employee is occasionally required to sit; climb or balance; and stoop, kneel, crouch, or crawl.

The employee must regularly lift and/or move up to 50 pounds, frequently lift and/or move up to 100 pounds with
assistance as needed, and occasionally lift and/or move more than 100 pounds with assistance as needed. Specific
vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth
perception, and the ability to adjust focus.

 
WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

While performing the duties of this job, the employee occasionally works near moving mechanical parts.

The noise level in the work environment is usually loud.
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