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Directorate:  City Presentation Department: Depot Store 

Position Grade: 8 Reports to: Store Coordinator 

Last review: March 2011 Next review: March 2020 Version No.: 3.0 

      

 

Position purpose:  

To provide the following services the purchase, delivery, holding and issue of all stores inventory, to ensure a 
safe, cost-effective, and on-time quality stores service to Council staff. 

Key accountabilities/responsibilities: 

Responsible for: 

 Ensuring the stores function is conducted at a high level of safety, efficiency and effectiveness to all 
areas of Council. 

 Obtaining and recording in TRIM, quotations for products and services in consultation with the Stores 
Coordinator and in accordance with Council’s purchasing and procurement policy. 

 Generating purchase requisitions for stores replenishment using the Technology One and Ausfleet 
applications. 

 Maintenance of “Safety Data Sheets” on all items held in the store. 

 Receiving and checking all deliveries, cross checking quantities against orders, delivery dockets and 
invoices. 

 Loading and unloading store items and other duties as required. 

 Assisting in conducting regular store inventory audits and maintaining up to date tool and plant lists for 
works crews. 

 Recording the issue and return of tools and small plant borrowed from the store. 

 Monitoring the condition of small plant items, organising service/repair for small plant and recommending 
the need for their replacement as required. 

Decisions made in the position: 

1) Matters in relation to the day to day running of the store 

2) Decisions within delegated authority 

Decisions referred: 

1) Matters outside the scope of stores operation 

2) Decisions outside delegated authority 

Key issues/challenges: 

1) Maintaining stock control and optimal store layout 
2) Monitoring store usage and maintenance of tools/small plant loans 
3) Requisitioning new stock, stock-taking and financial reporting 

4) Establishing and maintaining effective relationships with colleagues, clients and suppliers 

Key working relationships:  

 Managers Supervisors, Departments 

Tenderers / Suppliers                                                    Auditors, OH&S Inspectors 
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POSITION SPECIFICATION 
 

This section needs to be addressed in any application for this position. 

 
Addressing the essential and desirable selection criteria individually is highly recommended as it allows the 

selection committee to assess how you meet the criteria in a clear and concise way. Applicants who do not meet 
the essential criteria will not be considered. 

 

ESSENTIAL CRITERIA 

Qualifications/Licences  

 Current Class C Drivers Licence 

 Fork Lift Licence  

Experience 
 

 Experience and knowledge in stores and/or warehouse management that includes stock control, stores 
layout, stores programs and obsolescence inventory control  

 Demonstrated experience in computerised stores management environment with proven computer based 
skills 

 Managing delivery and returns as well as stock control 

 Experience in obtaining quotations and subsequently the selection of materials/services in an efficient and 
effective manner 
 

Knowledge and Skills 

 Knowledge of Work Health and Safety practices, the principles of Equal Employment Opportunity, ethical 
practice and multi-cultural diversity 

 Sound knowledge of computer applications including finance and asset management, word processing, 
data entry and spread sheets 

 Sound knowledge of procedures related to purchasing 

 Ability to work independently as well as a member of a team 

 Working knowledge of store functions, small plant items and their operation 

 Demonstrated interpersonal, written and oral communication skills and ability to negotiate with clients and 
tenderers 

 Proficient manual handling skills 

 Good customer service skills 

DESIRABLE CRITERIA 

Qualifications/Licences/Experience/Knowledge and Skills 

 MR Drivers Licence 

   Loader Operators Licence or ability to obtain 

 First Aid Certificate 

   Procurement certificate IV or higher, qualification 
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