Commonwealth of Massachusetts

Human Resources Division

Class Specification

Storekeeper Series

I.
STOREKEEPER SERIES:
Storekeeper I

Storekeeper II

Storekeeper III

Storekeeper IV

II.
SUMMARY OF SERIES:

Incumbents of positions in this series unpack and examine incoming goods; purchase supplies and equipment; store goods, supplies and equipment; mark identifying codes, etc. on articles; issue supplies, materials and equipment; maintain records; take inventories; and perform related work as required.
The basic purpose of this work is to receive, store, issue, ship and purchase supplies, materials and equipment for agency use.
III.
ORGANIZATIONAL LEVELS:

Storekeeper I is the entry-level clerical job in this series.

Storekeeper II is the first-level supervisory job in this series.

Storekeeper III is the second-level supervisory job in this series.

Storekeeper IV is the third-level supervisory job in this series.

IV.
EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.
Unpacks and examines incoming goods to verify quality, quantity and condition of goods for conformance to specifications, including counting, weighing and/or sorting the incoming articles.
2.
Stores goods, supplies and equipment in appropriate storage containers according to size, shape and type.

3.
Marks identifying codes, figures or letters on articles and attaches tags to articles for identification purpose.

4.
Issues supplies, materials and equipment to users in accordance with established procedures.

5.
Maintains records and logs of items received, issued and shipped including description of articles, type and other identifying information in accordance with established procedures.

6.
Takes physical inventory of supplies and equipment to determine actual amounts on hand, to review and/or reconcile stock records to detect spoilage, damage or variances in quantity.

7.
Performs related duties such as loading and unloading items to and from trucks; maintaining general appearance of stockroom; weighing, materials and equipment to other locations using hand trucks.
V.
DIFFERENCES BETWEEN LEVELS IN SERIES:

Storekeeper II:

Incumbents of positions at this level or higher also:

1.
Determine and order quantity, type, style, etc. of items needed.
2.
Provide on-the-job training for employees of lower grade(s).

3.
Reviews requisitions, invoices, orders and other records to determine resources required to meet shipping and receiving needs, to determine availability of goods and to ensure accuracy and completeness of documents.

4.
Maintain liaison with vendors and suppliers in order to exchange information and resolve problems.

5.
Oversee receiving and issuing activities to ensure proper quantity, quality, condition of goods and compliance with agency procedures.

6.
Oversee activities of storeroom workers of lower grade(s) in loading, unloading, storing and distributing materials and equipment.

7.
Review storeroom records for accuracy of information, compliance with agency procedures and to determine stock levels.

8.
Observe work in progress of subordinates engaged in storeroom activities to ensure compliance with established standards.

Based on assignment, incumbents may:

1.
Take head counts of inmates.

2.
Order, store, dispense and pump fuel.

3.
Receive and store drugs and controlled substances.

4.
Order, receive and issue ammunition.

Storekeeper III:

Incumbents of positions at this level or higher also:

1.
Determine space requirements and methods of storage for storeroom articles.

2.
Provide technical assistance to employees on the methods to be used for storing, receiving, shipping and handling storeroom items.

3.
Recommend methods and procedures to be used in handling, storing, issuing and shipping storeroom items.

Based on assignment, incumbent may:

1.
Dispose of hazardous materials (i.e., bleach, oil, battery acid, insecticide) including completion of appropriate documentation.

Storekeeper IV:

Incumbents of positions at this level also:

1.
Coordinate activities of workers engaged in storekeeping activities to ensure effective operations and compliance with established standards.

2.
Evaluate storekeeping activities in order to determine effectiveness and to make recommendations concerning changes as needed.

3.
Confer with superiors in order to provide information and resolve problems.

VI.
RELATIONSHIPS WITH OTHERS:

Major work contacts are with agency staff, other departments and vendors.
VII.
SUPERVISION RECEIVED:

Storekeeper I:

Incumbents of positions at this level receive direct supervision from Storekeepers or other employees of higher grade who provide training, instruction and guidance on procedures, assign work and review performance through verbal reports and inspection for effectiveness and conformance to instruction and procedures.
Storekeeper II:

Incumbents of positions at this level receive general supervision from Storekeepers or other employees of higher grade who provide instruction and guidance, assign work and review performance through verbal or written reports for effectiveness and conformance to procedures.
Storekeeper III:

Incumbents of positions at this level receive general supervision from Storekeepers or other employees of higher grade who provide guidance on policies and procedures, assign work and review performance through verbal or written reports for effectiveness and conformance to policies and procedures.

Storekeeper IV:

Incumbents of positions at this level receive general supervision from employees of higher grade who provide policy guidance, assign work and review performance through conferences and reports for effectiveness and conformance to policy.

VIII.
SUPERVISION EXERCISED:

Storekeeper I:

Based on assignment, incumbents of positions at this level exercise functional supervision (i.e., over certain but not all work activities, or over some or all work activities on a temporary basis) over 1 – 5 inmates, clients and/or patients.
Storekeeper II:

Incumbents of positions at this level exercise direct supervision (i.e., not through an intermediate level supervisor) over, assign work to and review the performance of 1 – 5 clerical personnel.
Storekeeper III:

Incumbents of positions at this level exercise direct supervision (i.e., not through an intermediate level supervisor) over, assign work to and review the performance of clerical personnel; and indirect supervision (i.e., through an intermediate level supervisor) over 6 – 15 clerical personnel.

Storekeeper IV:

Incumbents of positions at this level exercise direct supervision (i.e., not through an intermediate level supervisor) over, assign work to and review the performance of 1 – 5 clerical personnel; and indirect supervision (i.e., through an intermediate level supervisor) over 16 – 25 clerical personnel.
IX.
WORKING CONDITIONS:

Storekeepers lift and carry heavy objects; may work in a correctional institution; may work under exposure to the harmful effects of chemical, gases, fumes, radioactive and/or flammable materials and temperature extremes; and may work varied shifts, nights, weekends and holidays.
X.
QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.
Ability to understand and apply the laws, rules, regulations, policies, procedures, specifications, standards and guidelines governing assigned unit activities.
2.
Ability to make arithmetical computations (addition, subtraction, multiplication and division) with speed and accuracy.

3.
Ability to read, write and comprehend the English language.

4.
Ability to follow written and oral instructions.

5.
Ability to work accurately with names, numbers, codes and/or symbols.
6.
Ability to gather information by examining records and documents.

7.
Ability to assemble items of information in accordance with established procedures.

8.
Ability to maintain accurate records.

9.
Ability to establish and maintain harmonious working relationships with others.

10.
Ability to deal tactfully with others.

11.
Ability to exercise sound judgment.

12.
Ability to lift and carry heavy objects.

13.
Ability to stand for prolonged periods of time.

14.
Requires physical stamina and endurance.

Additional qualifications required at hire for Storekeeper II and higher positions:

1.
Knowledge of standard storekeeping methods and practices, including the receipt, storage, issuance and delivery of varied stock items including perishable goods.
2.
Knowledge of the proper storage methods such as palatizing, binning, etc.

3.
Knowledge of the types and uses of materials handling equipment used in storekeeping.

4.
Knowledge of the standard methods and techniques for handling and storing hazardous products and fragile, durable and perishable goods.

5.
Knowledge of the standard recordkeeping techniques and procedures used in storekeeping.

6.
Knowledge of the principles and methods of inventory control of supplies and equipment.

7.
Knowledge of safety practices and procedures followed in storekeeping.

8.
Knowledge of standard procedures, methods and materials used in packaging materials and supplies for shipment.

9.
Knowledge of the various methods used in transporting goods, materials and equipment.

10.
Knowledge of the terminology, coding, symbols and standard abbreviations used in storekeeping.

11.
Knowledge of the methods and procedures used for the security of property.
12.
Knowledge of the types and uses of small hand tools such as pliers, screwdrivers, etc.

13.
Skill in using small hand tools such as pliers, screwdrivers, etc.

14.
Ability to supervise, including planning and assigning work according to the nature of the job to be accomplished, the capabilities of subordinates and available resources; controlling work through periodic reviews and/or evaluations; determining subordinates’ training needs and providing or arranging for such training; motivating subordinates to work effectively; determining the need for disciplinary action and either recommending or initiating disciplinary action.

15.
Ability to explain the laws, rules, regulations, policies, procedures, specifications, standards and guidelines governing assigned unit activities.

Based on assignment, the following qualifications may be required at hire for Storekeeper II and higher positions:

1.
Skill in the operation of materials handling equipment used in storekeeping such as forklifts, hand trucks, dollies, etc.
Additional qualifications required at hire for Storekeeper III and higher positions:

1.
Knowledge of the principles, practices and techniques of supervision.

Additional qualifications required at hire for Storekeeper IV and higher positions:

1.
Ability to prepare general reports.

XI.
QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.
Knowledge of the laws, rules, regulations, policies, procedures, specifications, standards and guidelines governing assigned unit activities.
2.
Knowledge of the State procedures governing the purchasing and requisitioning of supplies and equipment.

3.
Knowledge of the types and uses of agency forms.

Additional qualification acquired on the job in Storekeeper I positions:

1.
Knowledge of standard storekeeping methods and practices, including the receipt, storage, issuance and delivery of varied stock items including perishable goods.
2.
Knowledge of the proper storage methods such as palatizing, binning, etc.

3.
Knowledge of the types and uses of materials handling equipment used in storekeeping.

4.
Knowledge of the standard methods and techniques for handling hazardous products and fragile, durable and perishable goods.

5.
Knowledge of the standard recordkeeping techniques and procedures used in storekeeping.

6.
Knowledge of the principles and methods of inventory control of supplies and equipment.

7.
Knowledge of the safety practices and procedures followed in storekeeping.

8.
Knowledge of standard procedures, methods and materials used in packaging materials and supplies for shipment.

9.
Knowledge of the various methods used in transporting goods, materials and equipment.

10.
Knowledge of the terminology, coding, symbols and standard abbreviations used in storekeeping.

11.
Knowledge of the methods and procedures used for the security of property.

12.
Knowledge of the types and uses of small hand tools such as pliers, screwdrivers, etc.

13.
Skill in using small hand tools such as pliers, screwdrivers, etc.

Based on assignment, the following additional qualifications may be acquired on the job in Storekeeper II positions:

1.
Skill in the operation of materials handling equipment used in storekeeping such a forklifts, etc.

Additional qualifications acquired on the job in Storekeeper II positions:

1.
Knowledge of the principles, practices and techniques of supervision.

Additional qualifications acquired on the job in Storekeeper III positions:

1.
Knowledge of the right to know law (MGL #111) as it applies to hazardous materials and substances.

Additional qualifications acquired on the job in Storekeeper IV positions:

1.
Knowledge of the methods of general report writing.

XII.
MINIMUM ENTRANCE REQUIREMENTS:

Storekeeper I:
None.
Storekeeper II:

Applicants must have at least one year of full-time, or equivalent part-time, experience in storekeeping work in a storeroom, stockroom or warehouse, the major duties of which included receiving, storing and issuing supplies and equipment.
Storekeeper III:

Applicants must have at least two years of full-time, or equivalent part-time, experience in storekeeping work in a storeroom, stockroom or warehouse, the major duties of which included receiving, storing and issuing supplies and equipment.

Storekeeper IV:

Applicants must have (A) at least three years of full-time, or equivalent part-time, experience in storekeeping work in a storeroom, stockroom or warehouse, the major duties of which included receiving, storing and issuing supplies and equipment, and (B) of which at least one year must have been in a supervisory or administrative capacity.

XIII.
SPECIAL REQUIREMENTS:

None.
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