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Oregon Child Development Coalition 

 

JOB DESCRIPTION 
 

 

Position Title:  Warehouse Clerk 

Wage/Hour/Status:  9 Non-Exempt 

Reports to:  Purchasing Manager 

 

Employee’s signature of acknowledgment and understanding of this document:  

 

___________________________________________    _____________________ 

Name Date 

 

Position Summary: 

 

Facilitate the effective and economical distribution of goods and materials throughout OCDC.  

Position is responsible for physical shipping, receiving, warehouse maintenance and distribution 

of goods and materials.  . 

 

Essential Functions: 

 

Regular and consistent attendance is an essential function of this position. 
 

1. Performs receiving operations by 

 Unloading trucks, inspecting shipments for damage, ensuring accuracy of orders received 

 Process appropriate documentation to support the accurate and timely payment of 

invoices by Accounts Receivable 

 

2. Performs shipping duties by: 

 Ensuring the appropriate packaging of goods and materials to prevent in-transit damage.  

Preparing shipping labels for timely delivery.  Maintains shipping documentation.  

Contact shippers for pick up services.  

 Assists Purchasing with establishing efficient systems with reliable shipping firms.  

 

3. Performs warehouse maintenance duties by:  

 Manage physical storage of goods and materials in a manner consistent with safe 

industrial practices, in a well-organized manner.  

 Operating an electric pallet jack to move inventory.  

 Maintaining a neat, clean and orderly warehouse environment. 
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4. Performs inventory delivery duties by:  

 Occasional driving an OCDC delivery vehicle.  Maintaining an acceptable driving record 

by OCDC and DOT standards.   

 Delivering goods and materials to OCDC sites.  Loading and unloading inventory from 

the truck.   

 Performing assembly of items such as cribs, office furniture, etc.  

 

5. Contributes to team effort by:  

 Attending local department and staff meetings 

 Attending local and or state training  

 Meeting with supervisor on a regular basis to discuss concerns and needs  

 Establishing open and positive communication, and interaction with all staff  

 Participating with supervisor and department team in planning, establishing policies and 

procedures  

 Openly receive feedback from members of the department team and implement plans of 

action to comply with Head Start Performance Standards and OCDC policies 

 

6. Continually apply safety practices in all facets of the performance of duties by: 

 Complying with agency safety standards. 

 Supporting participation of a safe environment 

 Immediately reporting any unsafe or hazardous working conditions and/or any injury. 

 

7. Other duties related to this position as assigned 

 Performing other work related or assigned duties. 

 

Education and Job Requirements: 

 

High School diploma or the equivalent (GED) with at least one year of experience in industrial 

warehouse and inventory maintenance.  OR a combination of technical school course work and 

experience equivalent to at least two or more years of industrial warehouse and inventory 

maintenance responsibilities. 

 

Other Job Requirements: 

 

1. Must be registered with Oregon’s Central Background Registry.  

2. Ability to pass an Agency sponsored physical examination.  TB test documented. 

3. This position is an authorized driver and must possess current driver’s license, good driving 

record, and auto insurance coverage as defined by OCDC Policy. 

4. Ability to travel occasionally 

5. Ability to relate positively to children and adults. 
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Other Skill Requirements: 
 

1. Bilingual Spanish/English preferred. 

2. Excellent communication and organizational skills. 

3. Ability to work and relate positively with children and adults. 

4. Excellent supervision, managerial, organizational skills 

5. Possess good communication skills. 

6. Must perform duties with moderate direction given, operating from established guidelines.  

Decisions are made with general agency policy constraints, but occasionally requires 

independent decision making. 

 

Physical Requirements of the Job: 

 

See Human Resources for Physical Job Analysis. 

 

Job Conditions: 

 

May work outdoors intermittently with occasional exposure to typical Oregon weather.  There 

may be frequent interruptions, working alone, evening or weekend work, working long hours 

during peak periods. 

 

Mental Requirements of the Job: 

 

Ability to work alone, with very little interaction with co-workers.  Organize and prioritize work 

so that daily tasks are completed in a timely manner.  Moderately repetitive work, with ability to 

carry through assignments with minimum supervision. 

 

This agency believes that each employee makes a significant contribution to our success.  This 

job description in no way implies that these are the only duties to be performed by the employee.  

At all times, employees will be required to follow any instruction and to perform any other duties 

within this or a lower job level upon the request of the supervisor.  At times, employees may also 

be required to perform higher level duties. 


