STATE OF NEBRASKA
CLASS CODE:
S05113

CLASS SPECIFICATION
SALARY GRADE:
336

EST:  03/82 - REV:  01/98
OVERTIME STATUS:
N
STORES CLERK II

DESCRIPTION:  Under limited supervision, responsible for sales and storekeeping work performed in the daily operation of a canteen or store.  Incumbents are responsible for ordering, pricing, and stocking inventory and balancing the daily receipts.  Incumbents supervise patients, residents, inmates, or members in the canteen or store area.  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.)

Waits on customers; operates the cash register.

Orders and receives vendor supplies and merchandise; prices merchandise; stocks shelves, refrigerators, and display cases.

Meets with sales people to view and sample new products.

Requisitions and picks up disposable supplies such as cups, napkins, cash register tape, etc.

Conducts periodic inventory of supplies and merchandise and compiles inventory records; monitors supply usage.

Compiles charge accounts and balances daily sales receipts; maintains daily receipt records and verifies expenditures.

Deposits money, invoices, and receipt/expenditure records with the accounting or business office.

Maintains cleanliness and sanitation of the work area; responsible for the maintenance of machines and equipment.

Supervises and trains residents, inmates, patients or members; coordinates patient work therapy program with the appropriate staff.

Accepts customer requests and complaints and determines the appropriate course of action.

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

Knowledge of:  agency and/or institution regulations pertaining to the operation of the canteen/store; record keeping and/or bookkeeping procedures.

Ability to:  judge the quality of merchandise; apply and enforce agency regulations pertaining to the operation of the canteen/store; supervise the work of others; maintain accurate records.

STORES CLERK II (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:  storekeeping and inventory procedures.

Ability to:  operate a cash register; count/exchange money properly; communicate effectively with others; apply and enforce agency regulations pertaining to the canteen/store operations; work with numbers.

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.)

Any combination of training and/or experience which will enable the incumbent to possess the required knowledges, skills and abilities.  A general qualification guideline for positions in this class is a high school education or equivalent plus some responsible retail merchandising work experience.

