
11.29

Job Description
MOORE PUBLIC SCHOOLS

Job Title: Warehouse and Property Accounting Speciatist

Qualifications:
Education: Associate's degree, or equivatent experience in Accounting, Business,

Finance, Auditing, Cost Controt, or retated fietd

Training/Experience Required: At teast 1-2 years of warehouse/togistics experience. At

teast 1-3 years of accounting or generat bookkeeping experience in accounting, purchasing,

accounts payabte, property accounting, or retated business and/or financiaI services fie[d,
preferabty in an educationat or governmentaI environment, desirabte. PracticaI experience in

inventory management systems for accurate tracking, coupted with a deep famitiarity With

warehouse safety and protocots. Optionat quatifications inc[ude training or certification for
operating equipment tike forktifts. Candidates must demonstrate hands-on experience in core

warehouse functions: efficient item storage and organization, rigorous quality controI during

receiving, and expertise in proper packaging and bracing of outgoing shipments to maintain asset

security and data accuracy. Experience working with automated property accounting

systems/records, and scanning and bar-coding equipment, is also desirable.

Speciat Skitts, Knowtedge, Abitities:
Communication Skitts (orat, written, or business): Knowledge of grammaticaI structure and

vocabutary for preparing correspondence from rough draft or proofing of compteted materia[.

Communicates in clear, grammaticatty correct Engtish. ln addition to the above, composes

correspondence, provides complex instructions, makes pubtic speeches or presentationS, or
provides comptex letters or reports.

Data Recording/Record Keeping: Performs data record ing/record keeping operations, determining

what changes need to be made to existing records, inctuding computerized records.

Reading and lnterpreting: Reads and interprets routine to comptex written or printed materiats

such as charts, contracts, apptication forms, State Statutes, Board Poticies, proposa[s,

regutations, batance sheets/tedgers, investmenvbanking information' etc.

Business Machines (tike computers, copiers, fax machineS, etc.): Operates business machines

requiring format, speciatized training, such as a personaI computer software with sophisticated

retrieva[, storage, and merging capabitities.

Office Fiting and Retrieving: Responsibte for estabtishing and/or maintaining an existing fiting

system.
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Mathematicat Skitts: Performs routine computations requiring knowtedge of addition, subtraction,

muttiptication, and division using whote numbers, fractions, decimats, and/or percentages.



Job Goats (Purpose of Position): To perform a combination of skitted warehouse and fixed asset

accounting duties in support of district operations. This includes the receipt, detivery and

inventory of materiats, as wett as managing fixed asset records, inventories, and updates for a(t

district-owned technotogy and equipment, and any other duties and responsibitities as may be

assigned by the Director of Technotogy.

Contact with Others: An incumbent in this position has regutar contact with other district
emptoyees as we[[ as persons outside the district, which requires tact and diptomacy and

independent judgment, such as probtem sotving, making format presentations, and interpreting
poticies and procedures based on experience. This incumbent wit[ also have regutar contact by

phone and must be abte to answer information requests and provide assistance as needed.

Performance Expectations: SuccessfuI performance of the job requires good customer
service/peopte skitts, managing financiaI resources, managing information, planning, organizing,

teadership, teamwork, and the providing of information or reports as requested. Creativity,

initiative, and effective probtem-sotving are important to the success of the position. ln addition,

the incumbent must maintain a positive attitude and be cooperative toward other staff members,

the pubtic, and students within the educationat system.

Essentiat Job Functions (Performance Responsibilities):
1. Acts as custodian of the district's fixed asset property system.

2. Coordinates the testing of the fixed asset records by compteting periodic property inventories

throughout the d istrict.

3. Provides to the Board of Education, district financial auditors, and insurance carriers relevant
property information.

4. provides for the update of f ixed asset records for atl property addition and retirement activity

such as: purchase, sate (at auction, or otherwise), trade-in, donation, theft, [oss, destruction, etc.

5. performs such othertasks and assumes such other responsibitities as assigned bythe Director

of Techno[ogy.

warehouse and Property Accounting Speciatist (specific to warehouse operations):
1. Operate trucks, vans, forktifts, and pattet jacks to [oad, unload, and detiver supplies.

2. lnspect and verify incoming orders; [og and tag received equipment.

3. Stock shetves, perform periodic inventories, and retrieve items for detivery.

4. Maintain warehouse cteantiness, organization, and equipment, inctuding aSsigned vehictes'

5. lnteract with vendors and detivery services (e.9., UPS) for receiving and dispatch.

Warehouse and Property Accounting Speciatist (Specific to Property Accounting):

1. Maintain and update the district's fixed asset property system (perpetuat inventory)

2. Conduct physicat audits/inventories of district property.

3. Document asset actlvities (additions, retirements, trades, donations, theft, etc').
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4. Provide property data for audits, insurance, and Board reports.

5. Use retated technotogy systems to track and record asset tocations.

Supervision Exercised: None

Site: Technotogy

Reports To: Director of Technology

PhysicaUMentaI Requirements and Working Conditions:
Other than those requirements tisted above, the emptoyee must have the abitity to communicate
in person and on the phone. Frequent sta nding/walking (7.5 hrs/day), tifting/carrying up to 50 tbs,

and ctimbing tadders (up to 12 ft). Use of hands/feet for repetitive tasks; visuat/manual dexterity

required for handting toots, reading data, and operating machinery' Requires safe driving,

attention to detait, and the abitity to work independentty and as part of a team.

Terms of Employment: 251 Days

Satary: Tech l, B

Evaluation: Performance of this job witt be evatuated in accordance with
the provisions of Board poticy.

Approved 1'111312017

Revised 06/30/2022
Revised 12/08/2025
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