SARASOTA COUNTY GOVERNMENT
CLASS SPECIFICATION

PARTS SPECIALIST

CLASS CODE: 32258
EEO Code: 08

FLSA: Non-Exempt
W/C Code: 9410

Pay Grades: 1108

MAJOR FUNCTION(S)
This is work maintaining a vehicle parts inventory for use by a maintenance and repair facility.

TYPE OF DUTIES

Receives deliveries and checks contents/items to ensure proper arrival.
Checks quantity, quality, and records items prior to slorage.

Maintains required documentation and records on all inventory supplies and items.
Initiates supply, parts, and equipment lists and orders.

Maintains proper and efficient storage systems.

Picks up and delivers parts and/or other related items as directed.

Maintains storage and shipping area in a clean, well-kept and safe condition.
Maintains accurale inventory listings and records.

May act as relief dispatcher or bus operator.

Inputs data into a computer. May record work orders on bus maintenance.

J OB BASED COMPETENCIES (Specific for position)
Knowledge of storekeeping methods, procedures and records used in receipt of storage and
issuance of diversified goods, materials and related items.

= Knowledge of inventory control procedures, methods and systems.

» Ability to check shipments against invoices and/or purchase orders.

= Ability to read and understand parts books and identify particular part by group, part number and/or
name.

= Ability to determine the quantity and quality of goods received in relation to prescribed

specifications.

Ability to communicate well with vendors, County personnel and the general public.

Ability to perform accurate arithmetic operations and functions.

Ability to maintain accurate records.

Ability to communicate effectively, verbally and in writing.

Ability to establish and maintain effective working relationships with others.

MINIMUM QUALIFICATIONS

A High School Diploma or its equivalent and two years of experience in parts or inventory conirol or
related field. Possession of a valid Florida Class D Commercial Driver’s License is required. A Class B
Commercial Driver’s License is preferred for Transit Department positions.

APPROVED BY DATE

Chris Louria, Chiel Human Resources Officer

History: 1/20/1991, 11/19/2013




