SHORT TERM WAREHOUSE (Textbook Distribution)

ESSENTIAL DUTIES AND RESPONSIBILITI&Sude the following. Other duties may be assigned.

« Coordinates receipt and distribution of textbooks and other instructional materials as assigned by the
position.
e Performs avariety 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.
e Assists with lifting, stacking and moving textbooks and materials as assigned.
e Maintains records and reports related to assigned activities as required.
e Communicates with personnel to exchange information and resolve issues or concerns.
e Proper lifting techniques.
e Basicinventory techniques.
e Appropriate safety precaution
e Oraland written communicati
e Interpersonal skills using tact,
e Health and safety regulations.
e Basic mathematical calculatiot






