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WAREHOUSE ASSISTANT/DELIVERY PERSON 
 
Definition
Under general supervision of the Warehouse Supervisor, receive, store, issue and deliver general supplies and 
equipment throughout the District; assist in maintaining warehouse supplies; accurately keep records and 
inventory of all received and delivered supplies and food; pick up and deliver supplies and mail; provide meal 
deliveries to assigned school sites. 
 
Examples of Essential Duties
1. Receive materials, equipment, and supplies on purchase orders and requisitions; 
2. Inspect incoming stock for conformity to purchase orders and packing lists and report shortages, damages, 

and other discrepancies; 
3. Fill school supply requisitions; 
4. Initiate inventory cards for new equipment; 
5. Do periodic and annual inventory; 
6. Pick up and deliver school mail and supplies; 
7. Adjust proper postage rates; 
8. Operate electric stamp meter; 
9. Operate commercial truck, van and truck; 
10. Daily check out inspection of vehicles; 
11. Operate electric stand-up forklift, gas operated forklift, pellet jack and hand truck; 
12. Rotate stock; 
13. Engrave all equipment with school inventory number; 
14. Retrieve orders for food and school supplies from computer; 
15. Maintain cleanliness of the warehouse area; 
16. May be required to perform other duties as directed. 
 
Qualifications
Knowledge of:
1. Record keeping procedures associated with the receipt, storage, issue and delivery of a variety of school 

supplies, equipment, and food. 
2. Methods used in delivering, receiving, storing and inventorying of supplies and equipment and food 

products. 
3. Operation of computerized ordering system. 
 
Ability to:
1. Keep accurate and current records of warehouse transactions 
2. Lift and move heavy objects; 
3. Follow oral and written directions and keep accurate records; 
4. Wrap and pack articles for shipping, storage and delivery; 
5. Maintain open communications with those contacted in the course of work; 
6. Maintain cooperative relationships with those contacted in the course of work. 
 
Experience:
Two years of experience in warehousing, shipping, receiving, and inventory 
Two years of experience in driving Class B vehicles 
 
Education:
High school diploma or equivalent. 
 
License:
Valid California Driver’s License including Class B and Medical Card. 
 
PHYSICAL DEMANDS:   The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit and talk or hear;  to stand,  walk, 
reach with hands and arms; use hands to finger, handle or feel objects, tools, or controls; climb or balance; and 
stoop, kneel, crouch, or crawl; reach above the head and reach forward.  The employee is occasionally required 
to sit. 
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The employee must regularly lift and/or move up to 25 pounds and occasionally lift and/or move up to 100 
pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus. 
 
WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee frequently works in high precarious places.  The employee 
is regularly exposed to extreme hot and cold temperatures.  The noise level in the work environment is usually 
moderate to loud. 
 
The information contained in this job description is for compliance with the American with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed 
by the individuals currently holding this position and additional duties may be assigned. 
 


