NELSON COUNTY SCHOOLS
Job Description 
TITLE: WAREHOUSE SUPERVISOR/BUS TRAINER 
QUALIFICATIONS: Any combination equivalent to: high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law and three years warehouse or related experience and hold a valid Kentucky drivers license. 
REPORTS TO: Executive Director of Support Services 

JOB GOALS: Plan, organize, supervise and participate in the operations and activities of the 
District Warehouse; train, assign, supervise and evaluate assigned staff. 

PERFORMANCE RESPONSIBILITIES: 
Plans, organizes, supervises and participates in daily warehouse operation and activities, including the receipt, documentation, storage, safety and distribution of equipment and supplies and maintenance of inventory. 

Trains, supervises and evaluates the performance of assigned warehouse employees; assigns work loads to warehouse workers. 

Receives, unpacks, packs, loads, issues, stores and delivers materials, textbooks, supplies or equipment; completes packing slips for shipments as assigned. 

Picks up, delivers and unloads materials, supplies, furniture and equipment, transfers materials, furniture and equipment and supplies when necessary. 

Performs ground maintenance duties such as mowing, trimming, and tree removal as assigned. 

Routes, schedules, packs and prepares orders for delivery; loads vehicles; schedules and oversees deliveries and pick-ups. 

Supervises the processing of requisitions and requests invoices for reimbursements of warehouse codes; completes requisitions for needed materials to assure adequate stock levels. 

Prepares and maintains a variety of records and logs and prepares reports as required; maintains inventory of items in the warehouse; files records as required; supervises the assembly of inventory printouts and catalogs as required. 

Monitors automated warehousing system; operates a computer to enter data, corrects errors and controls key screens as required. 

Operates and demonstrates use of specialized warehouse equipment as necessary, assures proper and routine maintenance and servicing of warehouse vehicles and equipment. 

Observes health and safety regulations; maintains warehouse in a clean, safe and orderly condition. 
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Assists management in establishing warehouse standards and procedures, advises of budget-related needs; assists in the bid process for various supplies as required. 

Trains and supervises custodial personnel; supervises and inspects the cleaning and care of all District buildings and grounds. 

Trains/certifies bus drivers according to state regulations. 

Demonstrates regular attendance and punctuality. 

Adheres to the appropriate code of ethics. 

Performs other duties consistent with the position assigned as may be requested by the 

Superintendent.
KNOWLEDGE AND ABILITIES: 
KNOWLEDGE OF: 

Warehousing and stock control methods and procedures and Health and safety regulations
Methods of receiving, inspecting and issuing materials, equipment and supplies used 

Operation of a forklift and other assigned vehicle and equipment 

Warehouse operations, procedures, equipment and terminology 

Record-keeping techniques, inventory methods and practices
Principles and practices of training and providing work direction 

Interpersonal skills using tact, patience and courtesy
ABILITY TO: 
Plan, organize, supervise and participate in the operations and activities of the District warehouse 

Train, supervise and evaluate personnel and communicate effectively both orally and in writing and read, interpret, apply and explain rules, regulations, policies and procedures 

Utilize space efficiently and effectively and observe health and safety regulations
Operate warehouse vehicles, machines and equipment, and lift, move, sort and store objects
Receive, issue, store and return warehouse stock and supplies and maintain accurate records of stock transactions and inventory 

Learn to operate computer terminal and warehouse-related software
Work independently with little direction
