Parts Clerk

New Hanover County Schools

Job Description

Class: Classified
Dept: Transportation

TITLE:

Support Associate V

QUALIFICATIONS: 1. High School degree or equivalent.

2. Experience with System Application Products
(SAP)/Business Systems Information Portal (BSIP).

3. Valid North Carolina driver's license and ability to obtain CDL
with P/S endorsements and school bus certification.

4. North Carolina Notary Public certified.

REPORTS TO: &iShop Foreman

JOB GOAL: ©iTo provide a high level of accuracy in the Parts Department by managing the
procurement, storage, issuance and inventory control of vehicle parts, supplies and materials.

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES:

1.

Follow all rules, policies and procedures of New Hanover County Schools, along with
regulations pertaining to the Transportation Department.

Receive, verify, and stock parts, tools, fuel-related supplies, and other parts and
materials used in fleet maintenance.

Ensure mechanics, contractors, vendors and visitors are checked in and out through the
parts counter; maintain a clean, organized and secure Parts Room for authorized

personnel only.

Enter, update, and maintain parts inventory records in BSIP. Create and process
purchase orders in compliance with district and state purchasing requirements.

Identify and resolve inventory discrepancies; restock parts as needed while accurately
reconciling BSIP records.

Assist in locating and requesting DOT numbers for parts and materials.
Research and develop real-time inventory controls.
Forecast orders of supplies and materials and provide recommendations to Foreman.

Conduct annual parts inventory to reconcile with BSIP records; conduct on-going spot
inventory checks during the year and adjust.
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10.

11.

12.

13.

Review invoices, match them to purchase orders and receiving documentation, and submit
them to Accounts Payable on a weekly basis.

Assist with tracking expenditures related to maintenance, fuel, equipment, and contingency
funding.

Follow required safety procedures and proper handling of tools, chemicals, and materials.

Perform related duties and responsibilities, including driving a school bus, as requested by
the Director or Foreman.

The above statements describe the general nature and level of work being performed by individuals
assigned to this job. This is not intended to be an exhaustive list of all responsibilities and duties required
of personnel so employed.

Terms of Employment: Twelve-month work year/At Will/FLSA Non-Exempt

Starting Salary and/or Grade: ©%iGrade 64

Evaluation: ©/Performance of this job will be evaluated in accordance with provisions of the Board

and local policy on evaluation of personnel.

Knowledge, Skills and Abilities:

Knowledge of automotive or school bus parts, tools, and maintenance supplies.

Familiarity with inventory control and basic purchasing procedures.

Ability to maintain accurate records and reports.

Strong organizational and time management skills.

Basic computer skills, including experience with inventory, finance, or maintenance software
such as BSIP and MUNIS.

Ability to communicate clearly and professionally, both verbally and in writing.

Attention to detail and ability to work independently with minimal supervision.

Experience in a school transportation or public-sector fleet environment.

Knowledge of North Carolina school bus operations and NCDPI transportation requirements.
Forklift or warehouse equipment experience.

Ability to lift and move items weighing up to 50 pounds.

Ability to stand, walk, bend, and reach for extended periods.

Ability to work in a warehouse or garage environment.
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