THE CITY / COUNTY OF SAN FRANCISCO

POSITION:    1931 Senior Parts Storekeeper
SALARY:    $25.35 - $30.82 hour; $4,394 - $5,343 month; $52,728 - $64,116 year
 
POSITION DESCRIPTION
Under general supervision, the Senior Parts Storekeeper supervises Parts Storekeepers in the operation of automotive parts storerooms and small off-site parts storerooms with the responsibility for the receipt, inspection, rotation, storage, issuance, ordering and inventory of automotive parts and related equipment and materials in support of the Fleet Management/Central Shops facility.  Essential functions include planning, assigning, supervising, reviewing and evaluating the work of subordinate personnel engaged in receiving, inspecting, rotating, storing, issuing, ordering, and inventorying of automotive parts and related materials; initiating orders to replenish inventories or to acquire as needed non-inventories parts and related materials; contacting vendors regarding specifications, prices, and delivery particulars, and places orders as authorized; arranging for the disposal of obsolete or surplus inventories; supervising the receipt and inspection of automotive parts and related materials from vendors; coordinating with vendors, freight carriers, technicians, and purchasing and inventory control personnel to resolve discrepancies; supervising and training storeroom personnel in the use of an automated materials management system for reporting receipts and issues of inventories and determining availability and location of the same via a computer terminal; coordinating storeroom operations with inventory control staff of a materials management system, purchasing and user departmental personnel; assists inventory control staff in the periodic and as required inventorying of storeroom stocks and in the validating of stock location records; ensures the safety, orderliness, and security of storeroom inventories, facilities and equipment; supervises the maintenance of required files in the storeroom and the proper distribution of stores documents; training storeroom personnel in general storeroom practices, automotive parts and related materials, support operations, facilities and equipment, and hazardous materials handling; may operate light vehicles in the performance of assigned responsibilities; and performing other related duties as required.
 
Nature of work:  May require lifting of heavy equipment, parts and materials up to sixty (60) pounds; may involve possible exposure to hazardous materials such as diesel fumes, cleaning solvents, dust, adhesives, and aerosols; also requires the operation of hand tools and power equipment used in materials handling, such as pallet jacks, crow bars, and forklifts.  May be required to work rotating shifts, weekends and holidays.
 
MINIMUM QUALIFICATIONS
1.   Four (4) years of verifiable experience in a full time position as an automotive/transit parts storekeeper in a storeroom or warehouse, in which the duties consisted of receipt, inspection, rotation, storage, inventory, ordering, and issuing of large quantities of a wide variety of automotive/transit parts and supplies; AND
 
2.   Possession of a current valid California driver license;  AND
 
3.   Ability to lift objects weighing up to 60 pounds.  (Probationary period will be used to evaluate this requirement.  Failure to meet these qualifications may result in termination of employment.)
 
Interested candidates are encouraged to apply immediately.  If you have any questions regarding this recruitment or application process, please contact the exam analyst, Angie Ignao, at (415) 554-6107, or via email to: angie.Ignao@sfdpw.org.
