
  

 
Property Clerk            DC/3 
Distribution Center 

 
JOB SUMMARY 

 
This position is responsible for providing for Distribution Center operations. 
 

MAJOR DUTIES 
 

 Pack and unpack items to be stocked on shelves in warehouse. 

 Store items in an orderly and accessible manner in warehouses, tool rooms, supply rooms, or other areas.  

 Examine and inspect stock items for wear or defects, reporting any damage to supervisors.  

 Receive and count stock items, and record data manually or using computer.  

 Mark stock items using identification tags, stamps, electric marking tools, or other labeling equipment. 

 Assists with emergency management duties as needed. 

 Performs related duties as assigned. 
 

KNOWLEDGE REQUIRED BY THE POSITION 
 

 Knowledge of inventory management principles. 

 Knowledge of safe work principles. 

 Knowledge of college and department policies and procedures. 

 Knowledge of computers and job-related software programs. 

 Skill in the provision of customer services. 

 Skill in prioritizing and organizing work. 

 Skill in the operation of a forklift. 

 Skill in oral and written communication. 
 

SUPERVISORY CONTROLS 
 

The Distribution Center Manager assigns work in terms of general instructions. The supervisor spot-checks 
completed work for compliance with procedures, accuracy, and the nature and propriety of the final results. 

 
GUIDELINES 

 
Guidelines include college and department policies and procedures, the emergency operations handbook, and 
safe work standards and procedures. These guidelines are generally clear and specific, but may require some 
interpretation in application. 

 
COMPLEXITY/SCOPE OF WORK 

 

 The work consists of related administrative and clerical duties.  The need for accuracy contributes to the 
complexity of the position. 

 The purpose of this position is to provide administrative and clerical support for Distribution Center operations.  
Successful performance helps ensure the efficiency of those operations. 
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 Contacts are typically with co-workers, other college employees, students, vendors, delivery personnel, and 
members of the general public. 

 Contacts are typically to give or exchange information, resolve problems, and provide services. 
 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 
 

 The work is typically performed while intermittently sitting, standing or stooping. The employee frequently lifts 
light and heavy objects. 

 The work is typically performed in an office, stockroom or warehouse. The employee is exposed to noise, 
dust, dirt, grease, and machinery with moving parts. Work requires the use of protective devices such as 
masks, goggles, gloves, etc. 

 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 
None. 

 
MINIMUM QUALIFICATIONS 

 

 Knowledge and level of competency commonly associated with completion of specialized training in the field 
of work, in addition to basic skills typically associated with a high school education. 

 Sufficient experience to understand the basic principles relevant to the major duties of the position, usually 
associated with the completion of an apprenticeship/internship or having had a similar position for one to two 
years. 
 


