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BASIC FUNCTION:

Under the direction of the Manager-Purchasing Services, organize and direct the activities and
operations of the warehouse and mailroom operations; train and evaluate the performance of
assigned personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:
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functions in the warehouse; conduct inventories; coordinate the collection, storage and sale of
surplus and obsolete furniture, equipment and materials; maintain the fixed asset system,

Supervise the service and maintenance of warehouse vehicles and equipment, including forklifts,
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Superviser — Warehousing Services - continued

HAZARDS:

Working around and with machinery having moving parts.

Working at heights.
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