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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 OORD I NA TOR 

D EFIN I TI ON 

U nder  gener al direction, s uper vis es , coor dinates  and par ticipates  in the operations  of  a
centr al stores f acility; r es ponsibilities  include monitoring budgets , coordinating inventor y
activities , determining oper ational pr ocedures  and coor dinating the wor k of  as sis tants ;
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 and coor dinate activities  in a
centr al supplies  and equipment center.  I ncumbents  requisition/pur chas e s upplies  and
equipment, and overs ee and par ticipate in the receipt, s torage and dis tribution of s ame. 
Res ponsibilities  may include over seeing courier ser vices  and super vising as s is tants 
per for ming cour ier  and storekeeping activities .  This  position is  distinguis hed f rom the
I nventor y Clerk position by the f uller  s cope of duties and r espons ibilities .

EXA MPLES  OF D UTI ES 

D epending on as s ignments, duties may include, but are not limited to the following:

1. Coordinates and assigns the work of a unit engaged in routine clerical functions;
coordinates, prioritizes and monitors work flow; requests staff assistance to meet peak
workload periods to meet unit deadlines; provides assistance with difficult or unusual
problems; trains staff; reviews work for completeness, accuracy and compliance with
operating procedures; receives and resolves routine personnel matters and makes
recommendations to superiors on difficult and complex personnel matters; conducts
group and individual conferences to discuss rules, procedures and performance
problems; encourages cooperation and teamwork among staff; completes performance
evaluations on subordinates; supervises courier services and employees performing
courier/storekeeping activities; may participate in employee selection and training.

2. P lans , organizes  and participates  in inventor y activities; es tablishes  and maintains
operational procedur es; maintains  accurate inventor y of  exis ting s tock; establis hes 
r eorder points and s ets  minimum s tock levels; 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 inventor y databas e of depar tmental fixed
ass ets ; plans , organizes and participates  in r eceiving and distribution center  activities.
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3. Orders/requisitions equipment and supplies; conducts research to discover current
prices, available discounts, delivery time and/or alternative supplies/equipment.

4. Receives and disburses orders of supplies/equipment and documents; unpacks and
checks for condition; verifies quantity received and price noted on bill of lading; posts
quantities received and issued to master inventory list; contacts vendors/users to notify
of/correct problems and/or coordinates deliveries; may make deliveries and/or perform
courier services.

5. Selects vendors; maintains contact; addresses problems with supplies and/or
deliveries.

6. Ensures storeroom layout meets fire safety and health code requirements; evaluates
available storage space and determines layout/location of stack; rotates stock to ensure
that older items are used first; removes out-of-date items from shelves and direct
disposal.

7. Moves, replaces and/or exchanges office equipment such as desks, lights and filing
cabinets; maintains work production and inventory records; may perform minor
maintenance/repairs on equipment and/or assist in mail and other support services as
needed.

8. M ay s upervise I nventory Cler ks  or  inmates ; par ticipates  in employee tr aining and
s election; monitor s per for mance.

9. May operate a forklift.

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 one (1)  year  of f ull- time w or k exper ience in
inventor ying and/or pur chasing work that demonstrates possession of and competency in
the requisite knowledge and abilities.

K NO WLEDG E/A BI LI TIES

Consider able knowledge of  gener al of fice pr actices ; techniques of  inventory management;
inventor y contr ols ; pur chasing pr actices  and methods; s tandar d sources  of 
s upplies /equipment; contr acts; pr actices  and techniques  of  s upervision; s tock maintenance;
f ir e, safety and health codes applicable to s tor age of ass igned inventory; minor  equipment
r epair  methods; Oper ational Saf ety and H ealth Adminis tr ation Standar ds  (O SH A ).
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A bility to plan, organize and s uper vis e s tores  f acility services; develop and implement
operational s tor es  pr ocedures; communicate ef f ectively both ver bally and in wr iting;
communicate eff ectively w ith people of  divers e s ocio- economic backgr ounds  and
temper aments; es tablishes  and maintain cooper ative working r elations hips; collect and
analyze data to es tablish/identif y needs  and evaluate pr ogram eff ectiveness ; to prepar e
nar rative and s tatis tical repor ts ; s uper vis e the w ork of  others  engaged in s tores  activity;
maintain accurate recor ds  and document actions  taken; or ganize and prioritize wor k
ass ignments ; make routine ar ithmetical calculations ; us e proper  gr ammar , spelling and
punctuation; res earch r egulations , procedur es  and/or technical ref er ence mater ials;
deter mine and evaluate levels of achievement and perf or mance; r ecognize and respect limit
of authority and r es ponsibility.

S PECI A L REQ UI REM EN TS 

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

S UP PLEMENTA L IN F ORMA TIO N

I ndependent travel may be required.

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 per ception and dis cr imination. Some
tasks require oral communications ability.

Environm en t al Fact ors : Tasks may risk exposure to strong odors.

                                                         
H uman Resources  Director

                                                         
D ate
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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 .


