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	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

		2.Employee’s Name (Last, First, M.I.)
	8.	Department/Agency

	VACANT
	DTMB

		3.Employee Identification Number
	9.	Bureau (Institution, Board, or Commission)

	
	Office of Support Services

		4.Civil Service Position Code Description

	10.	Division

	Storekeeper -E
	Logistics & Operations Support

		5.Working Title (What the agency calls the position)

	11.	Section

	Storekeeper E 5-6
	Warehouse Services

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Kimpel, Scott; Storekeeper Supervisor - 8
	Depot Logistics

		7.Name and Position Code Description of Second Level Supervisor
	13.	Work Location (City and Address)/Hours of Work

	Shepler, Shaye; Storekeeper Supervisor - 9
	7461 Crowner Dr.
Dimondale MI 
Hours 7:30 am – 4:00 PM

		14.	General Summary of Function/Purpose of Position

	This entry level storekeeper position works within the Depot Unit as part of Warehouse Services. This position involves the loading and unloading of trucks with the use of warehouse equipment.  This position is also involved in aiding with the following processes: this includes but is not limited to the following: receiving of all computer related assets, processing pull tasks, processing shipping tasks, and the processing of assets in the Automated Asset Recovery Program (AARP) for all State of Michigan departments and agencies.  This position will assist senior level employees with the maintenance of various agency specific inventory databases designed to track computer assets making use of the latest inventory management technology.  In addition, the position will perform all other duties as assigned.

		15.	Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.
		List the duties from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1
General Summary of Duty 1	% of Time	25%
Assist with dock duties in conjunction with assisting in the receiving of State of Michigan owned assets.

	Individual tasks related to the duty.
· Unload vendor deliveries
· Store assets within the warehouse using warehouse equipment
· Store assets using AART receiving procedures
· Identify and place asset tags on assets when received
· Assist in receiving, staging and preparing inbound freight orders for all sections of the General Services Building 
· Help off load materials from various vehicles and trucks using appropriate material handling equipment, check incoming materials for skids, carton count against freight bills and/or packing lists, inspect shipment for damage
· Learn how to perform maintenance on equipment; add water after fully charging 
· Learn how to maintain material handling equipment 
· Learn how to maintain a clean and hazard free work area

	Duty 2
General Summary of Duty 2	% of Time	25%
Monitor the Action Remedy System for specific cases assigned for shipping of assets to customers.  

	Individual tasks related to the duty.
· Monitor and make assignments of Remedy cases and tasks for action on delivery or shipment of computer assets
· Locate items to be shipped using Remedy 
· Determine the best method of shipment 
· Determine the best method of packaging the equipment to ensure safe arrival 
· Ensure that the asset is properly removed from the Master Inventory System using bar code scanning 
· Ensure that the new location of the equipment is properly updated in the Automated Asset Receiving & Tracking System
· Assign Remedy cases to notify the Field Services staff of delivery of computer assets to meet just in time dates for installation
· Determine whether the equipment being shipped requires Field Services intervention for installation 
· Determine the location of the user’s site and if installation is required, assign the case to the appropriate Field Service Office 



	
Duty 3
General Summary of Duty 3	% of Time	25%
Monitor the Action Remedy System for specific cases assigned for pulling assets for Field Services Imaging Unit.

	Individual tasks related to the duty.
· Print pull tickets
· Pull assets
· Take assets to Field Services imaging area for imaging

	Duty 3
General Summary of Duty 3	% of Time	20%
Process and receive AARP (Automated Asset Recovery Program) request for disposing of State of Michigan owned assets

	Individual tasks related to the duty.
· Generate and email return labels to have assets returned to Depot for disposal
· Generate return labels and determine the types of shipping material to have assets returned for disposal
· Receive returned assets for disposal 
· Learn how to process AARP requests from customers using the AARP system

	
Duty 4
General Summary of Duty 3	% of Time	5%
Conduct physical inventories of assets housed at Depot according to predefined schedules.

	Individual tasks related to the duty.
· Lead the physical inventory process
· Perform reconciliation of the physical inventory to the Master Inventory System
· Disperse blank inventory forms to each person participating in the inventory
· Using bar code scanning and automated systems, each item will be inventoried at least twice by at least to different people
· Record location of each item or group of items on the inventory system 
· Record serial numbers, via bar code scanner, of each item that requires a tag
· Gather completed forms; using automation, identify any discrepancies in counts, serial numbers, or locations 
· Reconcile any discrepancies on forms and in automated system
· Compare physical inventory sheets to master Depot Inventory System (AART) 
· Reconcile any discrepancies
· Perform maintenance of the various inventory systems used by the Depot.
· Ensure all information entered into any of the systems is accurate
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
All decisions are made with assistance from senior level staff members. 

		17.	Describe the types of decisions that require the supervisor’s review.
When a backlog of work occurs, request that priorities be assigned to the backlog
Requests for assistance when dealing with upset end users
When an unusual problem occurs or when instructions are not clear
When assets are received without a PO 
When assets are received damaged

		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Long periods of standing, stooping, bending, and lifting in excess of 50 pounds, and long periods of reading a computer monitor
Work in a warehouse environment, using warehouse equipment to pull and ship orders
Some equipment may take staff up to 20’ off the floor 
Hot in the summer and cold on the dock in the winter
Time and intensity varies depending on work load and assigned job duties


		19.	List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
	Complete and sign service ratings.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		Train employees in the work.



	
22.	 Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
Yes

		23.	What are the essential functions of this position?
Receive, inventory, tag, and redistribute (ship) all new and used computer assets belonging to the State of Michigan
Ensure accuracy of inventory database used to track and control State of Michigan computer assets
Assist senior level staff with arranging the delivery of equipment through UPS, DMB Delivery Services
Ensures that all equipment to be shipped from the Depot is packaged properly to withstand handling during shipping

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Backfilling a current position.

		25.	What is the function of the work area and how does this position fit into that function?
Depot Maintenance is responsible for the redeployment of supported desktop computing equipment statewide.  The unit reconditions and repairs all varieties of equipment.  The unit is responsible for maintaining the DTMB Automatic Asset Receiving & Tracking system showing the disposition and location of all State of Michigan computer related equipment.  The unit provides secure storage for new equipment and Depot Maintenance provides statewide delivery service via UPS, and DTMB Delivery Services.
This position is responsible for advanced level storekeeper duties related to the safe and most cost effective methods of delivering all computer equipment disbursed from the Depot.

		26.	What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:
High School Diploma or GED Equivalent 

	EXPERIENCE:
Experience in a warehouse environment is desired

	KNOWLEDGE, SKILLS, AND ABILITIES:
It is expected that the employee can stand for a long period, kneel and bend frequently throughout the day
Must have the ability to lift equipment in excess of 50lbs frequently throughout the day
Have working knowledge of Windows, Internet Explorer, and experience working with a bar-code tracking system
is desired 



	CERTIFICATES, LICENSES, REGISTRATIONS:
None

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	 		 		
	Supervisor’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		Indicate any exceptions or additions to statements of the employee(s) or supervisors.


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.
		 		
	Employee’s Signature			Date


NOTE:  Make a copy of this form for your records.
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