STATE OF NEBRASKA
CLASS CODE:
M05221
CLASS SPECIFICATION
SALARY GRADE:
208

EST:  07/84 - REV:  05/02
OVERTIME STATUS:
N
WAREHOUSE TECHNICIAN

DESCRIPTION:  Under general supervision, plans, organizes and coordinates a warehouse operation including receiving, storing, and shipping merchandise and/or the establishment and operation of a physical inventory system, performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Schedules, distributes/balances, and guides the work assignments of inmates in accordance with established workflow/assignment requirements to ensure timely accomplishment of the assigned workload.

Monitors and reports work performance of inmates to determine overall conformity to established timetables and quality standard and to document and communicate inmate production levels and training needs.

Trains inmates in the specific tasks and job practices and procedures required to improve and maintain their performance levels.

Procures, receives, stores, prices, sells, loads, and ships supplies and equipment to meet customers needs.

Operates machinery and equipment to load, unload, and move merchandise and equipment.

Enters required information onto required forms, invoices, receipts, and documents to maintain accurate records and to prepare reports and listings.

Lots merchandise and arranges it to facilitate the efficient storage, sale, and delivery of the merchandise.

Inventories equipment and/or supplies and reconciles differences to comply with annual requirements and to maintain an accurate record.

Arranges for transportation of supplies and equipment to meet agency and user needs.

Consults with customers to assist them in obtaining equipment and supplies.

Develops and assigns new stock numbers and item descriptions to facilitate the maintenance of an accurate, current master supply catalog.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  inventory systems; agency organization; applicable agency Administrative Regulations and Operational Memorandums.

Ability to:  train and supervise inmates; initiate, complete, and maintain required forms.

WAREHOUSE TECHNICIAN  (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  commercial or governmental warehouse and storage operations; inventory methods and procedures.

Ability to:  communicate effectively both orally and in writing; operate materials handling equipment; use office machines.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Experience in warehouse and storage operations including record keeping and operations of a physical inventory system.

