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Classification Specification
	

	
	2211100

	
	INVENTORY PURCHASING SPECIALIST I



Class Summary

The responsibilities of this classification include maintaining specialized inventory. Duties also include stocking shelves, unloading trucks, cleaning the warehouse and picking up and delivering items.

Distinguishing Characteristics

This is the first level within a three-level inventory purchasing classification series. This classification is distinguished from the next level because incumbents work under greater supervision and have a limited knowledge of accounting and warehouse functions.

Examples of Duties (May vary by position)

1. Help solve problems with vendor contracts.

2. Help solve problems with accounts-payable invoicing.

3. Maintain external contract/vendor records.

4. Input and research inventory and disbursement records, inventory adjustments and parts history/usage.

5. Review daily computer reports and reconcile computer reports with source documents.

6. Expedite parts delivery from multiple warehouses; pick up and deliver items as required.

7. Perform basic warehousing and stocking functions using material handling equipment, load and unload items, and acknowledge receipt of goods and services.

8. Assist with physical inventory and cycle counting.

9. Assist in the storage and handling of hazardous materials.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of basic accounting and bookkeeping principles
Knowledge of basic warehousing equipment and supplies
Knowledge of general office procedures and policies
Oral and written communications skills
Interpersonal skills
Basic mathematics skills
Basic computer skills
Skill in operating forklift and other material handling equipment
Skill in the interpretation and evaluation of manuals and catalogs
Licensing, Certification and Other Requirements

Some positions may require a Washington State Driver’s License.
Some positions may require forklift operator certification.
Additional 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
	Inventory Purchasing Specialist I, II and III
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