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TITLE   DELIVERY/WAREHOUSE ASSISTANT 

QUALIFICATIONS: 1. Successful experience working as a Delivery Person 

    preferred. 

   2. Must have good public relations skills. 

   3. Must have a valid state driver’s license 

REPORTS TO: Maintenance Foreman 

JOB GOAL:  To provide delivery of all mail/packages and assist in warehouse  

   duties in a safe manner to contribute to a smooth flow of business  

   throughout the District. 

 

PERFORMANCE RESPONSIBILITIES: 

 Deliver all mail and packages as directed. 

 Assist Warehouseman in checking all deliveries in accurately and inspecting for 

damage or defects. 

 Assist Warehouseman in verifying accuracy of shipments by counting items and 

comparing invoice or packing slip; report any discrepancies or damage. 

 Assist the Warehouseman in organization and storage of items in orderly manner 

always using the first in - first out principle. 

 Assist Warehouseman in performing maintenance/cleaning as needed to 

warehouse building and grounds. 

 Work cooperatively with co-workers, the public, all staff, students, principals, 

administration, etc. 

 Follow oral and written instructions and observe District and Federal policies and 

procedures. 

 Perform such other tasks and assumes such other responsibilities that are legal, 

moral and ethical as the Director of Maintenance may assign. 

 
ESSENTIAL FUNCTIONS 

 Sufficient clarity of speech and hearing or other communication capabilities, with 

or without reasonable accommodation, which permits the employee to 

communicate effectively in person, comprehend written and oral instructions, and 

hear sounds within the normal range of conversation and alarms. 

 Sufficient vision or other powers of observation, with or without reasonable 

accommodation, which permits the employee to view blueprints and work-related 

manuals; prepare reports as required; to observe facilities and equipment to 

inspect and determine needed repairs and/or quality of completed work; to operate 

a motor vehicle and work-related equipment; 

 Sufficient manual dexterity, with or without reasonable accommodation, which 

permits the employee to operate all work-associated equipment, operate a vehicle, 

and work in confined spaces; 

 Sufficient personal mobility, agility, strength and reflexes, with or without 

reasonable accommodation, which permits the employee to work in indoor and 

outdoor conditions, to stand or sit for long periods of time and to perform skilled 

construction-related tasks; 



 Jobs in this class require performing repetitive motions in fingering and 

hand/wrist/arm movements and standing for four or more hours at a time. Related 

job tasks may require, with or without reasonable accommodation, lifting or 

moving up to 30 pounds frequently and 50 pounds occasionally, walking over 

uneven flooring, roofing or construction sites; working in confined spaces, 

climbing and standing on ladders, crawling, stooping, kneeling, bending, 

crouching and reaching. 

 
TERMS OF EMPLOYMENT: Hourly At-Will Classified Position working for up 

to twelve (12) months.  
SALARY: Determined by the Board 
BENEFITS:  Other benefits as provided classified staff per policy 
EVALUATION:  Performance of this job will be evaluated in 

accordance with provisions of Board’s Policy on 
Evaluation of Classified Staff. 

 

 


