
 

 

 
 
 

Job Title: Receiver Warehouseperson 

Department: Purchasing Local: 1851 
Reports To: Reports to the Manager, Purchasing 

Updated: February 2016  R/WH 
 
  

SUMMARY: 

 
Reports to the Manager, Purchasing and supervises daily activities of Central Stores. 

DUTIES AND RESPONSIBILITIES:  

 
 Supervises Central Stores and delivery staff. 

 Provides shipping and receiving services. 

 Receives shipments of supplies, materials and equipment. 

 Breaks down and processes bulk orders. 

 Redirects orders, including packaging, to the appropriate school/department. 

 Picks and ships orders. 

 Expedites movement of packing slips, completed stores requisitions, etc. 

 Maintains effective working relationships between individual warehouse employees and 
between warehouse and other staff. 

 Assists in the establishment and maintenance of up-to-date inventory. 

 Maintains adequate inventory of supplies, materials and equipment. 

 Contacts suppliers and schools regarding delivery of goods and investigating problems 
related to returns, short shipments and damaged goods. 

 Operates tools and equipment of the trade. 

 Respond to emergency situations as requested. 

 Inspects (daily) and operates a service vehicle. 

 Performs other assigned comparable duties which are within the scope of knowledge, 
skills and abilities required by this class specification. 
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REQUIRED QUALIFICATIONS AND EXPERIENCE: 

 
 

 Completion of Grade 12, including/supplemented by general office procedures, and 
inventory and warehouse management courses (BCIT or equivalent). 

 Two year's related warehouse experience, including inventory control and daily 
warehouse management. 

 Good working knowledge of Warehouse Information System Software. 

 Ability to maintain balanced inventory control. 

 Ability to supervise employees. 

 Ability to communicate effectively using tact and discretion in the explanation and 
clarification of information. 

 Ability to determine, judge and select appropriate course of action within limits of 
established methods and procedures. 

 Working knowledge of computers. 

 Proficiency in the use of a calculator. 

 Physical ability to perform the required duties. 
 

 


