
Forsyth County School System 
Position Description 

Inventory Warehousing Clerk 
 

DEPARTMENT:  Facilities Department  FLSA STATUS:  Non-Exempt 

REPORTS TO:             Maintenance Lead  
                                            

 RETIREMENT:   TRS 

SALARY SCHEDULE:    
     

 DATE:         8/12/14 

POSITION STATUS:       Non-Contracted; 240 Days   

 
SUMMARY:  Compiles and maintains records of quantity, type, and value of material, equipment, merchandise, or supplies stocked.  
Dispatches maintenance crew to sites.   
 
SUPERVISORY RESPONSIBILITIES:  None 
 
QUALIFICATIONS:  
The incumbent must be able to satisfactorily perform each essential function of the position. 
 

PERFORMANCE FUNCTIONS 
ESSENTIAL FUNCTIONS (Other Duties May Be Assigned) 

ESTIMATED 
FREQUENCY 

1. Counts materials, equipment, merchandise, and supplies in stock and posts totals to inventory 
records; Orders parts for the various trades 

40 

2.   Compares inventories to office records or computes figures from records such as sales orders, 
production records, or purchase invoices to obtain current inventory 

20 

3.  Runs audit trails for reconciliation 20 
4. Routes dispatch calls for maintenance requests.  20 

 
KNOWLEDGE, SKILLS AND ABILITIES: 
Requires: 
 
Knowledge of location of materials in warehouse; and category types and usage; knowledge of parts needed for different tools. 
 
Skill in interpersonal communication; clerical tasks; inventory control; and record keeping 
 
Ability to use forklift; basic office equipment; relevant computer applications; prioritize assignments; and manage multiple tasks 
simultaneously  
 
EDUCATION AND/OR EXPERIENCE: 
High school diploma/GED required. 
Minimum of one (1) year experience in inventory control. 
 
CERTIFICATES, LICENSES, PERMITS:   
None. 
 
PERFORMANCE FACTORS: 
Sedentary Work:  Exerting up to 50 pounds of force, carry, push, pull or otherwise move objects, including the human body.  
Climbing: Ascending and descending ladders, stairs, scaffolding ramps, poles and the like using feet and legs and/or hands and arms. 
Body agility is emphasized.   
Balancing:  Maintaining body equilibrium to prevent falling when walking, standing or crouching on narrow, slippery or erratically 
moving surfaces.   
Stooping:  Bending body downward and forward by bending spine at the waist. Requires full use of the lower extremities and back 
muscles. 
Reaching:  Extending hand(s) and arm(s) in any direction. 
Standing:  Particularly for sustained periods of time. 
Walking:  Moving about on foot to accomplish tasks, particularly for long distances. 
Lifting:  Raising objects from a lower to a higher position or moving objects horizontally from position-to-position. Requires the 
substantial use of the upper extremities and back muscles. 
Fingering:  Picking, pinching, typing or otherwise working, primarily with fingers rather than with the whole hand or arm as in 
handling. 



Grasping:  Applying pressure to an object with the fingers and palm. 
Vision:  The ability to perceive the nature of objects by the eye. Acuity (near and far vision), depth perception (three dimensional 
vision), accommodation (adjustment of lens to eye to bring an object into sharp focus), field of vision (area that can be seen up and 
down or to the right or left while eyes are fixed on a given point) and color vision (ability to distinguish and identify colors) are 
required factors. 
Interaction with Others:  Ability to maintain, on a regular and consistent basis, relationships that are not characterized by high levels 
of hostility, social withdrawal or failure to communicate.  Ability to be flexible relative to daily routines. Ability to demonstrate 
sensitivity to the differences among diverse populations. 
Stressful Circumstances:  Ability to produce quality work when short or unexpected deadlines are presented.  Ability to adjust work 
processes without incident when new and unexpected directions are given relative to a project that may be in process.  Ability to 
maintain composure and not compound a situation when interacting with persons who may be angry, demanding or otherwise less 
than polite. 
Attendance and Dependability:  Ability to be depended on to report to work at the scheduled time and to seldom be absent from 
work.  Ability to complete work in a timely, accurate manner and to be conscientious about work performance. 
 
 
The above statements are intended to describe the general nature and level of work performed.  They are not intended to be construed 
as an exhaustive list of all responsibilities, duties, and skills required by incumbents in the position. 
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