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William S. Hart Union High School District          Position Description 
Position:  Warehouse Worker  

Job Family:  Warehouse/Delivery FLSA:  Non-exempt 

Approved by:  Personnel Commission, April 20, 2011 Salary Range:  200 

 

Summary 
 

Under the direction of the Purchasing Supervisor, performs a variety of warehouse functions 

including the receipt, inspection, verification, storage, processing and distribution of a variety 

of supplies, materials and equipment.  Performs a variety of mailroom functions including 

postage, sorting, and verification of incoming and outgoing mail, packages, special deliveries 

and educational materials.  Drives a vehicle to various District locations to transport mail, 

packages, materials, and equipment. 

 

Distinguishing Career Features 

 

The Warehouse Worker performs a variety of warehouse and/or mailroom duties and 

operates a vehicle to transport mail, packages, materials, and equipment.  The Warehouse 

Worker requires knowledge of warehouse, mail, shipping and receiving standards and 

policies and physical abilities in connection with heavy lifting and driving of a 10-ton 

vehicle. 

 

Essential Duties and Responsibilities 

 

Incumbents are primarily assigned to one of the two following areas but are qualified to 
perform any of the duties listed.  Incumbents’ duties may vary from the primary 
assignment due to staffing and workload fluctuations.    
 
Warehouse 
 
 Receives, inspects, verifies, stores, processes, re-packages, labels and distributes 

assigned goods such as but not limited to supplies, materials, documents, books and 

equipment.  Assures designated goods are delivered in a timely manner. 

 

 Receives, unloads and inspects shipments for damage and conformity to purchase order 

specifications and packing slips.  Reviews shipments for accuracy including quality and 

quantity.  Identifies and resolves shortages, damaged goods or other issues. 

 

 Shelves, stocks and stores items in appropriate section of warehouse.  Receives, fills and 

processes warehouse requisitions.  Prepares requested merchandise according to 

established procedures and delivers to appropriate location. 

 

 Operates a district vehicle and liftgate to transport supplies, materials, packages and 

equipment to and from school sites, offices, and other District locations. 

 

 Operates a variety of warehouse equipment such as forklifts, pallet jacks and dollies. 

 

 Maintains stock inventory and warehouse in a safe, clean and orderly condition; 

participates in warehouse inventory. 

 

 Communicates with District staff and various outside agencies to exchange information 

and resolve issues or concerns. 
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 Enters data into the fixed asset management system.  Maintains various records, reports, 

logs, and/or files related to orders, deliveries, warehouse/mailroom operations, purchase 

requisitions and assigned activities. 

 

 Performs other duties as assigned that support the overall objective of the position. 
 
Mailroom 
 
 Processes United States Postal Service (USPS) incoming and outgoing mail, including 

regular postage, priority mail, special handling, certified/return receipt, insured mail/ 
packages and bulk mail according to USPS processes and standards including addressing 
guidelines and size and weight limitations.  Processes FedEx, UPS, or other deliveries 
according to appropriate policies. 

 
 Sorts and distributes outgoing mail according to established procedures.  Receives and 

sorts inter-office and incoming mail to appropriate departmental or individual mailboxes. 
 
 Determines appropriate destination for incoming mail and packages as necessary.  

Resolves related issues and discrepancies; contacts other departments for assistance as 
needed. 

 
 Drives a District vehicle to various locations to transport mail, packages and various 

materials such as educational testing materials, checks and board packets.  Assures 
proper and timely collection and distribution of mail, packages and materials.  Delivers 
mail to post office as needed. 

 
 Loads, unloads, collects and distributes supplies and materials.  Prepares, sorts, packs 

and organizes outgoing deliveries and collected materials.  Reviews and verifies 
accuracy of deliveries; assures deliveries comply with site specifications. 

 
 Maintains and performs minor repair of mailing machine.  May train other staff in the 

operation of the mailing machine. 
 
 Interfaces with USPS officials to remain informed of mail procedures and requirements 

and communicates updated information to staff. 
 
 Communicates with district staff and various outside agencies to exchange information 

and resolve issues or concerns. 
 
 Enters data into the fixed asset management system.  Maintains various records, reports, 

logs, and/or files related to orders, deliveries, warehouse/mailroom operations, purchase 
requisitions and assigned activities. 

 
 Performs other duties as assigned that support the overall objective of the position. 

 

Qualifications 
 

 Knowledge and Skills 

 Methods, practices and terminology used in warehouse, mailroom and delivery 
operations. 

 Use and terminology of requisitions, purchase orders, packing slips and other 
warehouse documents. 

 Practices, procedures, terminology and techniques involved in the receipt, issuing and 
distribution of supplies and materials. 

 United States Postal Service, UPS and FedEx processes, standards, and policies. 
 Proper loading and unloading of trucks. 
 Safe driving practices. 
 Operation of a forklift, pallet jack, liftgate and other warehouse equipment. 
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 Proper methods of storing equipment, materials and supplies. 
 Proper lifting techniques. 
 Health and safety standards in a warehouse environment. 
 Basic record-keeping techniques. 
 Basic mathematics. 
 Oral and written communication skills. 
 Operation of standard office equipment including a computer and assigned software. 
 Human relations skills to work as part of a team and convey information to and from 

co-workers and outside agencies. 
 
 Abilities 

 Requires the ability to carry out all aspects of the position. 
 Drive a vehicle to various District locations. 
 Shelve, store and prepare warehouse items for delivery. 
 Load and unload shipments of supplies, mail and equipment. 
 Learn designated routes and pick up and deliver locations. 
 Utilize space efficiently and effectively. 
 Meet schedules and timelines. 
 Observe health and safety regulations. 
 Observe legal and defensive driving practices. 
 Understand and follow oral and written instructions. 
 Maintain productive and cooperative working relationships with others. 

 
 Physical Abilities 

 Stand for extended periods of time and walk extensive distances. 
 Manipulate (lift, carry, move) light to heavy weights (up to 70 pounds) on a regular 

basis. 
 Hand and finger dexterity to operate a variety of warehouse equipment. 
 Reach overhead, above the shoulders and horizontally. 
 Balance to work above ground. 
 Climb (e.g. ladders), bend, stoop, kneel, and crouch. 
 Sustain heavy physical labor on a regular basis. 
 Visual acuity to operate specialized equipment, read printed materials, and observe 

work-in-progress. 
 Auditory ability to hear machinery sounds and alarms and to carry on conversations in 

person and over the telephone. 
 Speaking ability to carry on ordinary conversations. 
 Work in extreme temperature conditions. 

 

 Education and Experience 

High school diploma or equivalent and two years of experience in a warehouse, mailroom 

or delivery environment. 

 

 Licenses and Certificates 

Valid California driver’s license.  Valid Forklift Certification. 

 
 Mandatory Requirements 

Safe driving record.  Must be insurable and maintain insurability by the District’s 
insurance carrier(s). 

 

 Working Conditions 

Work is performed indoors and outdoors where significant safety considerations exist 

from full-body physical labor, exposure to machinery with moving parts, traffic hazards 

and exposure to fumes, dust and odors. 

 


