
 

 
 

SHORT TERM WAREHOUSE (Textbook Distribution)  

. Performs related duties as required.  
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.  
 

• Coordinates receipt and distribution of textbooks and other instructional materials as assigned by the 
position. 

• Performs a variety of duties related to the shipping, receiving, storing and issuing of assigned goods 
including textbooks and other instructional materials and ensures materials are delivered in a timely 
manner. 

• Assists with lifting, stacking and moving textbooks and materials as assigned. 
• Maintains records and reports related to assigned activities as required. 
• Communicates with personnel to exchange information and resolve issues or concerns. 

• Proper lifting techniques. 
• Basic inventory techniques.  
• Appropriate safety precautions and procedures. 
• Oral and written communication skills. 
• Interpersonal skills using tact, patience and courtesy. 
• Health and safety regulations.  
• Basic mathematical calculations. 
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