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THE C OUN TY  OF S OLA NO
CLA SS  DESCRIP TI O N, 1999

I NV EN TOR Y C LERK

D EFIN I TI ON 

U nder  gener al s upervision, oper ates  and par ticipates in the operations  of  a centr al s tor es 
f acility; per for ms  r elated duties  as  r equir ed.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This class  is  char acter ized by the r es ponsibility to manage a s mall centr al supplies and
equipment center  or par ticipate in a lar ger  s tor es  oper ation.  Incumbents 
r equis ition/pur chase supplies and equipment, r eceive, s tor e and distribute and may per form
courier ser vices .  A s signments  may be made in a gener al warehouse facility or a
s pecialized oper ation s uch as a vehicle par ts  room.   The limited scope of operations  and
var iety of  mater ials  distinguis h this class  f r om I nventory Coor dinator .

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. M aintains accur ate inventory of  exis ting stock; conducts  annual and special inventories;
adjus ts inventor y recor ds  to r eflect actual s tock; monitor s inventor y f or  unus ual activity
and r eports  to appropriate per s onnel; maintains databas e.

2. O rder s /r equis itions equipment and s upplies; r esear ches cur rent pr ices, available
dis counts, deliver y time and/or  alternative s upplies/equipment.

3. P laces /r eceives  and dis per ses order s  of s upplies /equipment; unpacks and checks 
s upplies /equipment f or condition; verifies quantity r eceived and price noted on bill of
lading; pos ts  quantities r eceived and is s ued to mas ter inventor y lis t; may make
deliveries  and/or per form cour ier  s ervices.

4. M aintains s torer oom to meet fir e, s afety and health code r equir ements; evaluates 
available s torage space and deter mines  layout/location of stock; r otates stock to ens ure
that older  items  are us ed firs t; removes  out- of- date items  f r om s helves  and direct
dis pos al.

5. P er for ms  minor maintenance/r epair s on equipment; maintains  w ork pr oduction and
inventor y r ecor ds; may sor t mail.
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6. A ns wer s multi- line telephone; r ef ers  caller s , takes  mess ages; r uns  er rands ; types , f iles 
and f axes; perf orms minor  as semblies  of mater ial.

7. M ay oper ate f or klift, pallet jack, dollies and var ious hand and electr ic tools .

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

H igh s chool diploma or GED ; supplemented by three ( 3)  months  of  f ull-time w ork
exper ience, including one (1) month of  experience in bas ic inventorying practices  that
demons tr ates pos sess ion of  and competency in the r equis ite know ledge and abilities.

K NO WLEDG E/A BI LI TIES

K nowledge of pur chas ing pr actices  and methods ; s tandard sour ces  of  s upplies /equipment
per tinent to ar ea of  as signment; stock maintenance pr actices ; f ir e, saf ety and health codes 
applicable to s tor age of ass igned inventory; minor  equipment repair methods ; general
off ice practices ; inventor y contr ol pr actices .

A bility to or ganize and oper ate a s tor age f acility; develop and implement oper ational stor es
procedur es ; communicate ef fectively; establis h and maintain cooper ative w or king
r elationships ; prepar e inventor y repor ts ; maintain accur ate r ecor ds and document actions 
taken; organize and prior itize work as signments; make r outine arithmetical calculations;
r es ear ch technical r eference materials .

SPECIAL REQUIREMENTS

None required.

S UPPLEMENTA L IN FOR MA TION

P os ses sion of  or  ability to obtain a valid Class  C Calif or nia driver ’s  license is  r equir ed.

I ndependent travel may be required.
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ADA COMPLIANCE

Physical A b ilit y: Tasks involve the regular and, at times, sustained performance of
moderately physically demanding work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, and crawling, and that may
involve the lifting, carrying, pushing, and/or pulling of moderately heavy objects and
materials (20-50 pounds).  Some tasks may require extended periods of time at a
keyboard.

S en sory Req uirem en ts : S ome tas ks require visual and s ound per ception and
dis cr imination.  Some tasks require oral communications ability.

Environm en t al Fact ors : Tasks may risk exposure to dust, temperature extremes, and
wetness/humidity.

________________________
Human Resources Director

________________________
Date

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act,  S olano County will pr ovide reas onable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


