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Classification Specification
	

	
	2631300

	
	WAREHOUSE SUPERVISOR


Class Summary

The responsibilities of this classification include overseeing the day-to-day operations of an on-site warehousing and/or distribution facility, supervising staff and planning, organizing, scheduling and coordinating the daily activities of staff.
Distinguishing Characteristics

This is a first-line supervisor for a warehouse crew who, under limited direction, supervises the ordering, stocking, warehouse, inventory management and delivery of bulk supplies and assets to/from other department sites.  The incumbent also oversees all warehousing and product sales deliveries to/from adjacent sites.

Examples of Duties (May vary by position)

1. Plan, organize, schedule, coordinate, provide policy direction and troubleshoot daily activities of Distribution Center/Warehouse staff.

2. Monitor and prepare assignments for staff; approve schedules, leaves and vacations; resolve staffing issues; evaluate staff.

3. Develop and implement work site policies and procedures.

4. Ensure smooth flow of warehouse/distribution operations, in compliance with County and department guidelines; maintain and record inventories periodically.

5. Supervise the processing of interoffice mail and package deliveries, including movement of materials and/or specimens to adjacent sites and vendor relations.

6. Monitor and process all capital orders/purchases and blanket contracts; monitor inventory and shipping management tasks for outside sales for other units; consult with County procurement specialists on purchases and contracts.

7. Design and produce inventory reports for client agencies.

8. Manage department warehouse, including coordinating warehousing, inventories and bulk supplies and operating forms; supervise storage and handling of materials, ensuring staff compliance with safety and regulatory requirements.

9. Monitor unit budget and expenditures.

10. May evaluate surplus value of goods and determine disposal of surplus, including the bid process, preparation, specifications and sales.

11. May monitor staff delivery routes involving a County-wide coverage area.

12. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of applicable federal, state and county laws, policies and procedures

Knowledge of supervisory techniques and principles
Knowledge of public sector practices and operations, including planning, scheduling, problem-solving and public accountability

Knowledge of warehousing and delivery operations

Knowledge of applicable inventory system(s) and ability to use database and spreadsheet applications to produce required reports and findings
Knowledge of public sector budgeting techniques and principles, basic accounting principles and record keeping

Oral and written communications skills

Project and time management skills

Analytical and problem solving skills

Skill in team building, coaching and counseling employees to achieve performance objectives and planning, directing and coordinating subordinates’ activities
Skill in taking immediate corrective action and/or recommending disciplinary procedures

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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