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STATE OF  
INDIANA 

CLASSIFICATION 
SPECIFICATION 

Class Title:  
Stores Clerk 3 

Class Code: 
003PA3 

FLSA Status:  
Non-Exempt 

Salary Schedule: 
COMOT 3 

Effective Date: 
9-5-14 

Summary: 
Incumbent is responsible for efficient operation of stocking, disbursing and 
controlling ofgoods and supplies. 

 
Duties: 

• Supervises and assists in unloading and receiving supplies from vendors; 
• Ensures that all items received are checked against a shipping list and stamp dated received; 
• Contacts vendors or Department of Administration regarding partial shipments and/or misorders; 
• Oversees filling of agency requisitions with supplies from storage; 
• Oversees assembly of, or assembles equipment received in “knocked down” condition; 
• Maintains detailed inventory records and records of items ordered; 
• Ensures proper storage procedures and rotation of stock for perishable items; 
• Makes recommendation on purchase of new supplies or equipment for warehouse; 
• Performs all work of lower-level clerks assigned to storeroom as needed; 
• Trains and monitors all activities of lower-level clerks; 
• Prepares daily work schedules and assigns duties to warehouse staff to maximize manpower 

utilization; 
• Performs related duties as required. 

 
Job Requirements: 

• Thorough knowledge of requisitioning and disbursing procedures, consumption rates of stored 
items and inventory control procedures; 

• Thorough knowledge of stock items, their locations and the proper methods of storing a variety 
of goods and supplies based upon efficient space utilization and a variety of state and federal 
regulations; 

• Practical knowledge of state regulations in handling and storing foodstuff and perishables; 
• Ability to distribute work and assign tasks to warehouse staff; 
• Ability to train staff in proper operation of all equipment and proper methods of storage; 
• Ability to maintain detailed, accurate inventory records and purchasing records; 
• Ability to operate forklift, hand truck and other mechanical equipment in warehouse; 
• Effectively communicate, both orally and in writing. 

 
Responsibility: 
Incumbent is responsible for overall operation of warehouse under general supervision of facility 
administrator according to applicable federal and state regulations. Incumbent receives general 
instructions, but uses judgment in delegating work assignments to clerks and choosing appropriate 
storage methods. Warehouse operations are reviewed by supervisor on a spot-check basis to ensure 
safe, efficient operation and compliance with rules. Errors can result in loss of time to the institution if 
inventory control is inaccurate or loss of money if requisition or storage methods are inappropriate. 
 
Personal Work Relationships: 
Contacts are with vendors, warehouse staff and other institutional employees to coordinate proper 
operation of warehouse in receiving and issuing goods, to assign work and explain procedures to 
warehouse staff. 
 
Physical Effort: 
Incumbent normally works in standard office environment, although work involves frequent walking and 
occasional lifting of stock items.  
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