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TEAM LEADER 1-STOREROOM 

   

 
 

Summary 

Supervises a group of employees responsible for custody of equipment, materials, finished product, 

parts, accessories and the maintenance of accurate records.  
  

 

Essential Functions 
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict 

the tasks that may be assigned. 

• Supervises activities such as receiving, transporting, stacking, order filling, shipping and maintaining 

equipment, materials, stock, parts, accessories, etc. 
• Recommends and establishes training resources and career development for those managed.  

• Advises employees of care and preservation of items received, stored and shipped; methods and use of 

equipment in handling, storing, maintaining and shipping stock; related problems.  
• Implements a successful vision/strategy through strong leadership skills. 
• Schedules work for special and periodic inventories to comply with Finance requirements.  

• Traces history of items to determine reasons for discrepancies between inventory and stock control 
records and recommends remedial action to resolve discrepancies. 
• Issues written and oral instructions. 
• Runs and analyzes inventory and transaction reports.  

• Partners with MRO suppliers and internal customers to satisfy inventory stratification initiatives.  

• Seeks out training/benchmarking for continuous improvement in processes and policies.  
• Supervises daily functions of a group of employees to ensure a smooth workflow.  

• Assigns, monitors and reviews the progress and accuracy of assigned work.  
• Ensures consistent application of organization policies. 
• Monitors effectiveness of systems, policies and procedures and makes appropriate recommendations 

to ensure daily operations are efficient; implements approved changes.  
• Establishes personnel needs and ensures adequate staffing in order to meet pre-established 
completion dates. 

• Ensures budgetary compliance. 
• Controls unusual or difficult inquiries/situations through direct personal action or refers to appropriate 
individual. 
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• Maintains satisfactory attendance, to include timeliness. 
• Responsible for understanding and complying with applicable quality, environmental and safety 
regulatory considerations. If accountable for the work of others, responsible for ensuring their 

understanding and compliance. 
  

 

Supervisory Responsibilities 

• Develops, coaches and mentors peers, indirect and subordinate staff.  
• If accountable for the work of others, conducts performance evaluations; reviews and communicates 
salary adjustments; rewards employees or takes disciplinary action, as necessary; addresses complaints 

and resolves issues. 
  

 

Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill and ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Minimum Qualifications 

• High School diploma or State-issued equivalency certificate. 
• Bachelor’s degree plus 2 years experience leading an inventory team or department reflecting 

increasing levels of responsibility; or 6 years of inventory experience to include 2 years experience 
leading an inventory team or department reflecting increasing levels of responsibility.  
• Available to remedy employee scheduling issues as they occur during swing and graveyard shifts.  

• Required to lift and move up to 100 pounds. 
 

 

Preferred Qualifications 

• Bachelor’s degree in Business Administration or Accounting plus 5 years of inventory experience to 
include 2 years experience leading an inventory team or department reflecting increasing levels of 

responsibility. 
• Experience reading, analyzing and interpreting common scientific and technical journals, financial 
reports and legal documents. 

• Experience responding to common inquiries or complaints from customers, regulatory agencies or 
members of the business community. 
• Experience writing speeches and articles for publication that conform to prescribed style and format.  

• Experience effectively presenting information to top management, public groups and boards of 
directors. 
• Skilled in the use of MS Access at a basic level; MS Word, Excel and PowerPoint at an intermediate 
level. 

• Type 35-40 w.p.m. 
• Skilled in working with mathematical concepts such as probability, statistical inference and 
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fundamentals of plane geometry. 
• Skilled in applying concepts such as fractions, percentages, ratios and proportions to practical 
situations. 

• Experience defining problems, collecting data, establishing facts and drawing solid conclusions.  

• Experience interpreting an extensive variety of technical instructions in mathematical or diagram form 
and deal with several abstract and concrete variables. 

 
 

 

Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is regularly required to use hands to finger, handle 

or feel, reach with hands and arms and talk or hear. The employee is frequently required to stand and 
walk. The employee is occasionally required to sit, climb or balance and stoop, kneel, crouch or crawl. 
The employee must frequently lift and/or move up to 100 pounds. Specific vision abilities required by 

this job include close vision, distance vision, color vision, peripheral vision and ability to adjust focus.  
  

 

Work Environment 
The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is occasionally exposed to wet and humid 
conditions, moving mechanical parts, toxic or caustic chemicals and outside weather conditions. The 
noise level in the work environment is usually moderate. 

  

 


