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JOB TITLE:  Warehouseman, Maintenance/Operations  STATUS: Non-exempt 
 
REPORTS TO:  Warehouse Supervisor    TERMS: 261 days 
 
DEPARTMENT:  Maintenance/Operations     PAY GRADE: 303 
 
 
PRIMARY PURPOSE: 

Assist in the operation of receiving, storing, issuing and delivering of equipment, mail, tools and supplies 
and maintaining inventory control and record keeping. 
 

QUALIFICATIONS: 
Education: 
High school diploma or GED 

 
Special Knowledge/Skills: 
Ability to maintain valid Texas Driver’s license  
Must pass criminal history and MVR record check 
Ability to operate hand tools and mechanical equipment 
Ability to operate computer 
Ability to read supply requisitions and performs basic arithmetic 
Ability to communicate in English 

 
Experience: 
Experience with deliveries and inventory control procedures 
 

MAJOR RESPONSIBILITIES AND DUTIES: 
 

1. Responsible for the upkeep of equipment and the reporting of equipment problems and demonstrate all 
safety protocols related to the warehouse and equipment. 

 
2. Receive and deliver secure testing material and textbooks to campuses, which may require handling signed 

requisitions and work orders. 
 

3. Pick up district U.S. mail from post office.  Sign for certified mail.  Communicate to post office on behalf 
of district.  Sort and deliver U.S. mail and inter-office mail to campuses and departments according to 
schedule.  Pick up and deliver stamped and metered mail from district to post office.  Keep updated with 
post office procedures, rates, schedule, etc. 
 

4. Pick up to 4 boxes per campus and deliver to the appropriate destinations. 
 

5. Pick up, store, and retrieve district record boxes when requested by the campuses or department. 
 

6. Pick up old equipment from campuses/departments and store for school auction or use by other campuses. 
 

7. Deliver school board packets to board members.  Deliver payroll to designated campuses/departments. 
 

8. Verify the accuracy of shipments by counting, weighing, or measuring items and comparing descriptions 
with the information stated on the invoice or packing slip and purchase orders.  Record any discrepancies 
or damages. 
 

9. Responsible for maintaining equipment store room and handles equipment requests from district 
employees. 
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10. Accurately pulls, stages, and loads orders/requisitions to facilities. 
 

11. Responsible for the delivery of materials/supplies to and from suppliers. 
 

12. Open crates and other containers using hand tools to unpack items received and inspect for damage and 
defects. 
 

13. Sort and store items according to established procedures. 
 

14. Move equipment from campus to campus as needed, such as:  band equipment, drama equipment and choir 
equipment. 
 

15. Move inventory to various locations manually and by operating mechanical equipment, including forklift, 
pallet jack, and handcart. 

 
16. Move office items such as furniture, boxes and equipment for teachers and administrators. 

 
17. Load and unload delivery truck by hand or by use of hand truck. 

 
18. Drive truck to various locations to deliver materials; obtain authorized signature for supplies requested. 

 
19. Maintain computerized inventory records, take physical count periodically, and verify with inventory 

control totals using computer. 
 

20. Requisition additional supplies, as needed, from purchasing department. 
 

21. Maintain custody receipts for items being repaired and loaned out temporarily. 
 

22. Detect needed repairs on vehicles and equipment by following established inspection procedures. 
 

23. Practice on-the-job safety. 
 

24. Comply with rules and procedures of the maintenance and operations department and the district. 
 

25. Accurate and consistent use of Time Clock Plus (TCP) and AESOP. 
 

26. Perform other duties as assigned. 
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EQUIPMENT USED: 
Operates light truck; uses computer, hand tools, forklift, ladder, dolly, scaffolding, pallet jack, and hand 
truck 

 
WORKING CONDITIONS: 

Mental Demands: 
Reading; ability to perform basic arithmetic calculations; ability to operate computer 

 
Physical Demands/Environmental Factors: 
Continual walking, standing, climbing, stooping, bending, kneeling, and reaching; heavy lifting and 
carrying 20-80 lbs.; work outside and inside; work around machinery with moving parts; work around 
moving objects or vehicles; work on ladders and/or scaffolding; exposure to dampness and humidity and 
slippery or uneven walking surfaces 

 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities, duties, and skills that may be required. 
 
I have read and understand the responsibilities and duties required for this position as outlined above. I understand 
the duties and can perform all essential job functions listed above. 
 
____________________________________________ 
Printed Name 
 
____________________________________________ 
Signature 
 
____________________________________________ 
Date 


