	Job Title: 
	Warehouse Delivery Worker

	Date Completed:
	May 2008

	San Diego / Imperial County Schools JPA:
	



Job Analysis

This job analysis is representative of the position.  When used for a specific employee, this job analysis must be reviewed with the employee and supervisor and any differences noted on an Addendum page. This analysis is not meant to be a comprehensive description of this position’s duties, but an aid in determining an individual’s ability to perform the essential functions of the job, with or without accommodation.

Section I

Job Summary:
The job of Warehouse/Delivery Worker is done for the purposes of receiving and delivering mail, supplies, materials and equipment to schools, offices, warehouses and other locations; receiving, inspecting and storing equipment and supplies ordered by the District; and assisting in the maintenance of warehouse inventory.  

Essential Functions / Tasks:
1. Load/unload trucks, electric carts, and related vehicles for the purpose of preparing materials and equipment for delivery.

2. Maintain assigned vehicle, e.g., fuel, oil, tire pressure, cleaning, etc., to ensure the safe operation and sanitation of vehicle.

3. Maintain warehouse facilities to ensure an efficient and orderly appearance and operation for receipt, inventory and distribution of equipment and supplies.

4. Pick up and deliver a variety of materials, e.g., mail, payroll checks, furniture, textbooks, instructional materials, classroom supplies, food stuffs, etc.

5. Prepare written materials, e.g., daily trip logs, invoices, purchase orders, etc., to document activities, provide written support and/or convey information.

6. Process documents and materials, e.g., business documents, packing slips, purchase orders, credits, etc., for the purpose of verifying quantities and condition and/or disseminating items as needed.

7. Receive incoming orders of supplies and equipment to ensure proper receipt of items delivered to the Warehouse, identify and document any discrepancies, and verifying the condition of items received.

8. Retrieve equipment and supplies from the warehouse as directed for the purpose of filling requisitions for items in stock.

9. Stock warehouse facilities to replenish inventory levels from incoming orders.

10. Transport supplies and equipment, e.g., mail, payroll checks, furniture, textbooks, instructional materials, classroom supplies, food stuffs, etc., for the purpose of ensuring accurate and timely delivery to District and out-of-District locations.

Non-Essential Functions / Tasks: 

1. Assist other personnel as may be required for the purpose of ensuring an efficient and effective work environment.

Qualifications:  

Education:  
Training & Experience:  
	X
	G.E.D.
	X
	High School Diploma
	X
	Certification
	Type: Valid CA Driver’s License

	
	College
	
	College Degree
	X
	Certification
	Type:  Forklift Operator Certificate

	X
	Other: 
	
	Experience
	

	Current Dept. of Motor Vehicles safe driving record
	
	


Knowledge of:
· Basic math, including calculations using fractions, percents, and/or ratios

· Specific knowledge required to satisfactorily perform the functions of the job, including procedures, forms and records of inventory control, purchasing, receiving and requisitioning

· Warehouse organization and security

· Health and safety regulations

· California Motor Vehicle Code and safe driving practices

· Local destinations and routes

Ability to:

· Read, write and communicate effectively in the English language

· Understand and follow oral and written directions

· Work independently

· Meeting schedules and time lines

· Planning and organizing work

· Maintain routine records and prepare reports

· Schedule activities

· Gather, collate, and/or classify data

· Consider a number of factors when using equipment

· Work with data utilizing defined and similar processes

· Operate equipment using a variety of standardized methods

· Work with a diversity of individuals and/or groups

Physical Demands Frequency Definitions Based on an 8-hour day:


N = Never = 0%






S = Seldom = 1 - 10% ( < 45 minutes)





Oc = Occasionally = 11 - 33% (Up to 3.0 hours) 

                               F = Frequently = 34 - 66% (Up to 6 hours)


                  C = Continuously = 67 - 100% (More than 6 hours)
Section II



A.  Physical Demands

	
	Frequency
	
	Maximum interval
	
	Essential Job Functions
	
	Additional Information


	Sitting:
	Oc
	
	15 - 20 min
	
	5,6,10
	
	Driving truck; paperwork


	Walking:
	Oc - F
	
	10  - 60 min
	
	1,2,3,4,7,8,9,10
	
	Carrying, storing/retrieving items


	Standing:
	F
	
	10 - 60 min
	
	1,2,3,4,7,8,9,10
	
	Loading/unloading from truck


	Stooping/Bending:
	Oc - F
	
	5 – 10 min
	
	1,2,3,7,8,9
	
	Storing/retrieving items


	Squatting/Crouching:
	Oc
	
	1 – 5 min
	
	1,2,3,7,8,9
	
	Storing/retrieving items


	Climbing/Balancing:
	Oc
	
	5 – 10 min
	
	1,2,3,7,8,9
	
	Climbing onto truck bed


	Kneeling:
	Oc
	
	1 - 5 min
	
	1,2,3,7,8,9
	
	Storing/retrieving items


	Twisting Back:
	Oc
	
	seconds
	
	1,2,3,7,8,9
	
	Storing/retrieving items


	Neck Flexion/Rotation:
	F
	
	seconds
	
	All
	
	Paperwork, storing, retrievingitems


	Other:          
	
	
	
	
	
	
	



Comments/Examples:  Physical demands may vary from day to day. 

	Lifting Lbs.
	Frequency
	Height
	Essential Job Functions
	Description / Examples

	0 – 10
	F
	Shoulder
	1,2,3,4,5,6,7,8
	Clipboards, paperwork, logs, invoices, small tools

	11 - 25
	F
	Shoulder
	1,3,4,7,8,9,10
	Cases of canned/frozen food, copier paper

	26 – 50 
	Oc
	Shoulder
	1,3,4,7,8,9,10
	Cases of canned/frozen food, copier paper

	51 – 75 
	Oc
	Waist
	1,3,4,7,8,9,10
	Cases of canned/frozen food, copier paper, cleaning supplies

	76 – 100
	S
	Waist
	1,3,4,7,8,9,10
	Audio Visual equipment, file cabinets, desks, etc.

	100 +
	S
	Waist
	1,3,4,7,8,9,10
	Furniture, stages and risers, etc.

	Assistance may be available for over      100
 lbs.

Comments:




	Carrying Lbs.
	Frequency
	Distance of Carry
	Essential Job Functions
	Description / Examples

	0–10 
	F
	2 - 200 ft
	1,2,3,4,5,6,7,8
	Clipboards, paperwork, logs, invoices

	11–25 
	Oc
	2 - 200 ft
	1,3,4,7,8,9,10
	Cases of canned/frozen food, copier paper

	26–50 
	S
	2 - 30 ft
	1,3,4,7,8,9,10
	Cases of canned/frozen food, copier paper

	51–75 
	S
	2 - 30 ft
	1,3,4,7,8,9,10
	Cases of canned/frozen food, copier paper, cleaning supplies

	76–100 
	S
	2 - 30 ft
	1,3,4,7,8,9,10
	Audio Visual equipment, file cabinets, desks, etc.

	100+
	S
	2 - 30 ft
	1,3,4,7,8,9,10
	Furniture, stages and risers, etc.

	Assistance may be available for over        100
 lbs.

Comments:




B. Limb Coordination Activities

	
	Both
	Either
	Frequency
	
	Essential Job Functions
	
	Description/ Examples

	
	
	
	
	
	
	
	1,2,3,4,7,8,9,10
	
	Doors, moving dolly

	Pushing & Pulling
	X
	
	X
	
	Oc - F
	
	
	
	

	
	
	
	
	
	
	
	5,6
	
	Paperwork, work orders, some computer work

	Fingering/Fine Manipulation
	X
	
	X
	
	Oc
	
	
	
	

	
	
	
	
	
	
	
	5,6
	
	Paperwork, stocking

	Handling/Simple Grasping
	X
	
	X
	
	F - C
	
	
	
	

	
	
	
	
	
	
	
	1,4,7,8,9
	
	Loading/unloading/moving heavy items, driving truck

	Power/Firm Grasping
	X
	
	X
	
	Oc
	
	
	
	

	
	
	
	
	
	
	
	1,3,4,7,8,9
	
	Retrieving/storing supplies

	Reach Above Shoulder
	X
	
	X
	
	Oc - F
	
	
	
	

	
	
	
	
	
	
	
	1,3,4,7,8,9
	
	Retrieving/storing supplies

	Reach at Shoulder
	X
	
	X
	
	Oc - F
	
	
	
	

	
	
	
	
	
	
	
	1,3,4,5,6,7,8,9
	
	Retrieving/storing supplies, loading truck

	Reach below Shoulder
	X
	
	X
	
	F - C
	
	
	
	

	
	
	
	
	
	
	
	4,5,6,10
	
	Driving truck/forklift, using computer mouse

	Hand Controls
	X
	
	X
	
	S - Oc
	
	
	
	

	
	
	
	
	
	
	
	4,10
	
	Driving truck/forklift

	Foot Controls
	X
	
	X
	
	S - Oc
	
	
	
	


Comments

C.  Specific Auditory or Visual Requirements:

	Hearing:
	Hear traffic mechanical sounds, emergency sirens, bells; communicate with staff, students, public

	Visual:
	Near
	Yes
	Color
	Yes
	Peripheral vision: Yes

	
	Distant
	Yes
	Depth
	Yes
	


D. Environmental Conditions
	
	Yes
	No
	Description/Examples

	Drive cars/truck, forklifts or other moving equipment
	X
	
	Driving truck, forklift

	Working near hazardous equipment/machinery
	X
	
	Traffic, forklift, pallet jack

	Walking on uneven ground
	X
	
	Walking across school grounds

	Exposure to dust, gas or fumes 
	X
	
	Exhaust fumes, dust in warehouse and sites

	Exposure to noise (Required to wear ear protection)
	X
	
	Truck motor

	Exposure to vibration
	X
	
	Forklift and pallet jack

	Exposure to extremes in temperature or humidity
	X
	
	Working outside, in freezers and warehouse

	Work at heights
	X
	
	Up to 20 feet

	Exposure to biohazard materials such as sewage
	
	X
	

	Other (identify)
	
	X
	

	Hazards:  


Behavior and Cognitive Demands Frequency Definitions: Based on an 8-hour day

                               N = Never = 0%






S = Seldom = 1 - 10% ( < 45 minutes)





Oc = Occasionally = 11 - 33% (Up to 3.0 hours) 

                              
F = Frequently = 34 - 66% (Up to 6 hours)



C = Continuously = 67 - 100% (More than 6 hours)


G.   Behavior and Cognitive Components

	Essential or Non-Essential
	
	
	# Essential Function/

Frequency

	
	
	
	

	E
	Ability to comprehend and follow instructions

Maintain attention and concentration

Understand written or oral instructions


	
	C

	
	
	
	

	E
	Ability to perform simple and repetitive tasks


Ask simple questions or request assistance


Perform activities of a routine nature


Remember work procedures and locations


	
	C

	
	
	
	

	E
	Ability to maintain work pace and accuracy 


Perform activities within a given schedule; prioritize work load effectively


Perform tasks with consistency, accuracy meeting precise standards


	
	C

	
	
	
	

	NE
	Ability to synthesize, analyze complex data, 


Perform complex tasks requiring highly technical skills

    Perform high level cognitive, interpretive or judgment skills



	
	N

	
	
	
	

	NE
	Ability to perform work activities requiring negotiating, explaining or persuading skills

Ability to influence people (selling type skills)

Convince or direct others

Interact appropriately with public and vendors


	
	S

	
	
	
	

	E
	Ability to manifest interpersonal skills sufficient for getting along with others


Ability to work closely with others on a team

    Respond appropriately to direction, evaluation, or criticism 


	
	F

	
	
	
	

	NE
	Ability to work alone effectively under stress or in situations dangerous to self or others 


Apply basic problem solving techniques


Make independent decisions or judgments


	
	S

	
	
	
	

	NE
	Ability to plan, direct, control, evaluate and supervise others 


Set realistic goals


Prioritize work load of others effectively

    
	
	N

	
	
	
	


Section III

Job analysis was prepared by Judy Lemm and reviewed by representatives from school districts.

	Print Name / Signature
	Position
	Date

	
	
	

	
	
	

	
	
	

	Judy K. Lemm, RN, BS. COHN-S
	Consultant
	05/19/2008

	
	
	


Section IV:  When used for specific employee

WORKER’ S NAME:  ____________________________________________

CLAIM NUMBER:      ____________________________________________

Employee Print Name/Signature____________________________________________  Date__________

Supervisor Print Name/Signature___________________________________________   Date__________

Comments:
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