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DUTIES R

Under directive supervision, on a regular or irregular schedule, performs-
work in connection with receiving, issuing and storing materials, supplies,
-equipment, and parts- at ‘the area stores locations; receiving and dispatching
telephone. calls, operates communication equipment, performs miscellaneous
clerical and manual tasks as required; performing duties suchas: “

I

When working in the storerooms or stores area: — B

s B9 Performing any or all the duties of Stores Helper; S

2. Receiving, checking, inspecting, and accounting for incoming items; -
reporting description, quantity, condition, quality and other infor-
mation, as required; preparing and making shipments, as required;

3. Loading, unloading, handling and arranging materials, supplies,
stationery, tools, eguipment appliances and parts; operating hand
and powered equipment for lifting, stacking and storing;

4, Issuing requisitioned items; assembling and preparing for delivery;
relaying information and requesting instructions when it is impossible
to complete a requisition or it is necessary to substitute items;

B Receiving recovered items; checking, sorting, cleaning, measuring,
handling and classifying items for scrapping, reconditioning or
returning to stock; arranging and storing in assigned locations;

6. Handling transformers, meters, appliances and other items, maintaining
records, as regquired;

Fi Originiating, completing or maintaining prescribed records, reports,
and files relating to assigned ‘duties; checking and verifying descrip-
tions and symbol numbers, as required;

8. - Checking and reporting stock levels to assure adequate supply and.
proper re-ordering in the prescribed manner;

= Taking physical inventories as directed; preparing and maintaining
inventory tags; preparing reports, as directed;

10. Assembling tools, equipmeﬁt and appliances; assembling, erecting,
repairing and dismantling bins, shelves and other stores equipment;

113 B9 Cleaning appliances, tools, materials and equipment;

12 Keeping storerooms and storage areas clean and orderly;









