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City of Dallas 
Classification Specification 

 
Title:   Storekeeper II 
 
Application:  Career Series 
 
Supplemental/Code: Service Maintenance/8  
 
FLSA Status:  Non-Exempt 
 

Class Code: 38009 
 
Pay Grade: C 
 
Established:  10/01/94 
 
Revised:  01/01/09

 
 

Position Purpose 
 
Oversees the receipt, storage and issuance of supplies, materials, equipment, and merchandise to ensure effective 
operation and maintenance of supply room, warehouse, or storage room, or provides support to mechanics involved in 
automotive repair by storing, shipping, receiving, marking and pulling automotive parts from warehouse supplies or, 
provides support to mechanics involved in automotive repair by storing, shipping, receiving, marking and pulling 
automotive parts from warehouse supplies. 
 
Essential Functions  
 

1. Receives materials and supplies ordered through various sources (e.g., purchasing, outside vendors, other 
yards) for day-to-day operation and maintenance of a supply/store room, warehouse or storage yard. 

 
2. Orders variety of office supplies, forms, nametags, etc. for department use. 

 
3. Delivers and picks up supplies, materials and reports from various locations to expedite the procurement and 

disbursement of essential items. 
 

4. Pulls orders and issues materials and supplies to ensure employees and contractors are provided with the 
necessary supplies needed to complete specific jobs. 

 
5. Operates various equipment (i.e., forklift, front-end loader, pallet jack, two wheel dolly, truck electric jack) to 

move or transport supplies and materials to other yards, vendors, workstations, or supply rooms. 
 

6. Stocks and stores supplies, materials and equipment in designated areas (bins, on floor, on shelves) for 
efficient retrieval. 

 
7. Inventories materials and supplies to ensure proper stock levels and quantities are maintained. 

 
8. Performs general maintenance duties to ensure a clean and safe work area , 

 
9. Pulls tire and wheel assemblies from storage warehouse for delivery to service center. 

 
10. Pulls parts from stock, posts to repair orders, and delivers to mechanics repairing City vehicles. 

 
11. Enters inventory information such as additions and deletions from stock to a computer based inventory -

tracking system. 
 

12. Prepares parts for return to manufacturer (defects/warranty work), receives salvaged or repaired parts into 
stock, affixes identification labels to parts, performs physical inventory, and other shipping/receiving 
operations. 
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13. Delivers parts to other locations, ensures that transfers are documented and accounted for, and makes updates 

to computer inventory system to reflect the changes. 
14. Files completed work orders from mechanics into a permanent file to document work completed and parts 

used/charged. 
 

15. Cleans automotive shop area to maintain safe working area. 
 

16. Instructs and leads less experienced auto parts workers and trades helpers in an automotive parts warehouse  
or salvage yard to maintain adequate inventory of repair parts and to distribute parts to mechanics repairing 
City-owned vehicles and equipment. 

 
       17.   Regular, reliable and punctual attendance is an essential function of the job. 
 
Knowledge, Skills and Abilities Required to Perform Work  
 
Knowledge of storekeeping/inventory systems, methods, and procedures or the use of computerized tracking files. 
 
Knowledge of supply room methods and practices. 
 
Ability to keep routine supply room records. 
 
Ability to do heavy lifting and carrying. 
 
Ability to read, write, and speak English; do simple math and to understand and follow oral and written instructions. 
 
Ability to communicate with peers, vendors, and contractors. 
 
May require the ability to create and use record keeping systems (alpha., numerical, or chronological) 
 
May require the ability to use technically oriented parts catalogs and reference manuals. 
 
May require complex knowledge of parts and tools used in automotive repair. 
 
May require knowledge of petty cash and purchasing policies and procedures. 
 
May require Texas Class “C” license and/or the ability to operate a forklift. 
 
Ability to establish and maintain an effective working relationship with all levels of management, city officials, 
vendors, other government agencies, other employees and the general public. 
 
Working Conditions and Hazards  
 
May require standing, walking, carrying, pushing, lifting, and bending 
 
May handle numerous chemical agents in the custody of the department. 
 
Works in an automotive shop, warehouse, supply room, or office environment. 
 
May be subject to noise, heat, cold, fumes, lifting and carrying of heavy auto parts. 
 

 

The above statements are intended to describe the general nature and level of work performed by personnel 
assigned to this classification and is not necessarily an exhaustive list of all responsibilities, duties and 
skills required.           


