
ALISAL UNION SCHOOL DISTRICT 
HUMAN RESOURCES DIVISION 

JOB DESCRIPTION 
 
 
 
WAREHOUSE PERSON/DRIVER  
 
PRIMARY FUNCTION: 
 

Perform a variety of warehouse and truck driver duties, maintain records, prepare reports and perform related 
work as required. 
 
DIRECTLY RESPONSIBLE TO:  Administrator of the area of assignment and/or designee 
 
MAJOR DUTIES AND RESPONSIBILITIES: 
 

Ensure proper storage and stock rotation to minimize waste. 
 

Keep strict control of warehouse inventory, keeping a perpetual inventory using a personal computer. 
 

Perform computer data entry. 
 

Ensure security of commodity foods and goods. 
 

Serve as a substitute delivery truck driver when needed. 
 

Deliver supplies to central kitchen and school sites when needed. 
 

Inspect incoming food deliveries and supplies for conformity to purchase orders and delivery schedules. 
 
Assist truck drivers in staging deliveries.  
 

Keep warehouse clean and in order. 
 

May provide general assistance to the Purchasing Technician. 
 

Responsible for physical inventories and reconciliations. 
 

Provide supervisor with reports as needed. 
 

Make deliveries to school sites and district office in the absence of delivery truck drivers.  
 
Provide direction, training and work for truck drivers and other warehouse staff in the absence of the Supervisor of 
Distribution. 
 
Perform other job related duties as assigned. 
 
 
MINIMUM QUALIFICATIONS: 
 
Knowledge of: 
Strong English verbal and written communication skills including spelling, grammar and punctuation; modern 
warehouse methods and practices; computer software programs in word processing and proper phone etiquette. 
 
Ability to: 
Use hand trucks and pallet jacks; Communicate in English effectively in oral and written form and to understand 
and follow oral and written instructions in an independent manner; type at a level to complete required tasks 
accurately and efficiently;  multi task;  establish and maintain cooperative working relationships with those 
contacted in the course of work;  understand and implement laws and policies regarding confidentiality ;  operate a 
variety of office machines including computers, typewriter, calculator, copier, fax, communication radios; and other 
office machines and equipment and ability to make arithmetical calculations with accuracy. 
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MINIMUM QUALIFICATIONS (CONTINUED) 
 
Education: 
High School diploma or equivalent 
 
Experience: 
Experience in driving trucks and using a forklift 
 
Licenses: 
Possess a valid California Driver's License with evidence of insurability.  Forklift certification within three months of 
employment 
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PHYSICAL EFFORT/WORK ENVIRONMENT: 
 
Good physical condition; Continuous physical effort with frequent handling of light, medium or heavy weight 
parcels, supplies, materials and equipment; regular lifting of heavy machines, equipment, supplies and materials 
up to 50 lbs.; Employee will need to bend, squat, lift, push, pull, twist, and turn, walk and perform repetitive arm 
and shoulder motions with moderate exertion.  Employee must push, pull and secure heavy food transporters 
weighing 300 pounds; Employee must have visual acuity for the purposes of driving delivery trucks, operating 
forklifts and pallet jacks, and reading labels, safety materials and other printed material; Operate and maneuver 
equipment such as hand truck, pallet jacks, etc.; Climb ladders and/or lifts to work at heights; Stand or sit for long 
period of time or work in confined spaces; Indoor and outdoor work environment with outside travel; Exposure to 
extreme temperatures; Exposure to cleaning agents and chemicals; Exposure to vehicle exhaust; Frequent driving 
of motor vehicle; New employees must pass District physical examination which includes drug and alcohol 
screening. 
 
  Number of Hours   Number of Hours  
  0 0-1 1-2 3-4 4-5 5-6 7+    0 0-1 1-2 3-4 4-5 5-6 7+   
1. Sitting    X    14. Repetitive Use Of          
2. Standing    X     Foot Control         
3. Walking   X     a. Right Only   X       
4. Bending Over   X     b. Left Only   X       
5. Crawling  XX      c. Both   X       
6. Climbing  X      15. Repetitive Use Of Hand         
7. Reaching Overhead  X      a. Right Only    X     
8. Crouching     X    b. Left Only    X     
9. Kneeling  X       c. Both     X     
10. Balancing  X      16. Grasping         
11. Pushing or Pulling    X     a. Simple/ Light         
12. Lifting or Carrying        (1) Right Only    X     
a. 10 lbs. or less    X     (2) Left Only    X     
b. 11 to 25 lbs.   X     (3) Both    X     
c. 26 to 50 lbs.   X      b. Firm/ Strong         
d. 51 to 75 lbs.   X      (1) Right Only  X       
e. 76 to 100 lbs.  X       (2) Left Only  X       
f. over 100 lbs. X        (3) Both   X      
13. Squatting  X      17. Fine Dexterity         
         a. Right Only   X      
         b. Left Only   X      
         c. Both   X      
                   
        Yes No Description         
18. Driving cars, trucks, forklifts and other equipment X  Truck, Forklift        
19. Walking on uneven ground X  Grounds         
20. Exposure to dust, gas, or fumes X  Warehouse         
21. Exposure to marked changes in temperature or humidity  X  Outside/ Inside  work         
                   

 
 
 
 
 

THE BOARD OF EDUCATION DESIGNATES THIS POSITION AS CLASSIFIED. 
 
 
Adopted:  01/17/96 
Revised:  09/3/03; 08/01/07 
Salary Range 12 


