
Covina-Valley Unified School District August 1976 
 

Senior Stock Clerk 
 

DEFINITION 
 
Under general supervision, to distribute, store and ship school equipment and supplies; to drive a 
light truck as assigned; to act as lead worker to assign and direct the work of others; and to do 
related work as assigned.   
 
EXAMPLES OF DUTIES 
 
Assists in receiving materials, equipment and supplies delivered on purchase orders; stores stock 
in warehouse, as required; distributes and arranges for the distribution of stock to various 
departments according to requisitions; wraps, packs and otherwise prepares parcels and goods 
for shipment; keeps shelves and stock in a clean and orderly condition; issues custodial, 
maintenance, operating and other school district supplies; directs the maintaining and taking of 
stock inventory; assists in loading delivery trucks; processes, distributes, shelves, and inventories 
state text books; destroys obsolete state textbooks; drives light truck in delivery or pick up of 
supplies or equipment; makes pick-ups or deliveries at schools and other district locations 
according to an established schedule; may make pick-ups or deliveries at vendors or other 
locations; acts as lead worker in assigning and checking work; exercises judgment in securing 
and identifying merchandise to prevent theft. 
 
LICENSE REQUIRED 
 
A valid California operator's license is required. 
 
REQUIRED QUALIFICATIONS 
 
Knowledge of: 
 

Use of requisitions, purchase orders, invoices, and other purchasing and warehouse 
documents; 

 Proper methods of receiving merchandise; 
 Proper methods of packing, wrapping and shipping packages; 
 Proper methods of storage of materials; 
 Safe driving practices; 

Basic principles of supervision. 
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Ability to: 
 

Do general clerical work as applied to storekeeping; 
Understand and carry out oral and written directions; 
Work cooperatively with others; 
Perform moderately heavy manual labor; 
Operate power fork lifts, pallet jacks, and varied delivery trucks; 
Operate a computerized inventory/ordering system. 

 
Experience: 
 

Three years of experience in receiving, storing or issuing stock, or in driving a delivery 
vehicle. 

 
Education: 
 

Equivalent to graduation from twelfth grade. 


