
SOUTH BAYSIDE SYSTEM AUTHORITY 
 

Job Description 
August 2007 

 
Disclaimer – Class descriptions are written as a representative list of the ADA essential duties performed 
by the entire job classification. They cannot include, and not intended to include, every possible activity 

and task performed by every specific employee. 
 
JOB TITLE:  Materials Services Coordinator 
 
GRADE:   
 
DEPARTMENT:  Support Services  
 
FLSA:  Non-Exempt 
 
 
SUMMARY 
Under indirect supervision of Materials Services Supervisor, performs duties 
required to purchase, receive, ship, store, and issue supplies and equipment.  
Maintains adequate stock levels and inventory records on all goods; serves as an 
information source to SBSA personnel regarding basic materials and mechanical 
parts stocked and requested; keeps inventory records; receives, stores, and 
issues material, supplies, parts or equipment used in a large wastewater treatment 
facility; loads and unloads delivery trucks; operates a variety of material handling 
equipment; communicates with internal customers and vendors to complete order 
requests and purchases; performs other work as required. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 
Disclaimer – This list is meant to be representative, not exhaustive. Some incumbents may not perform 
all the duties listed while in other cases related duties may also be assigned. Reasonable 
accommodations may be made to enable individuals with disabilities to perform essential functions. 
 

• Procures goods and services in conformance with established procurement 
procedures. 

• Reviews requisitions for the purchase of materials, supplies, equipment and 
services; checks for proper authorization; edits to ensure clarity of 
descriptions, specifications, and proper account codes; contacts 
appropriate department for further information as needed. 

• Purchase, receive, ship, categorize, store, issue and deliver supplies and 
equipment.  

• Maintain adequate stock levels and inventory records on all goods.  
• Provide information to SBSA personnel regarding materials, equipment, 

and parts stocked in various inventory and equipment storage areas.  
• Operate all electronic equipment, such as computers and peripheral 

equipment such as electronic or bar coding scanners, etc., necessary for 
efficient operation of the materials control function.  

• Operate company vehicles, forklifts and other equipment to pick up and 
deliver freight. Obtain competitive prices and process purchase order 
documentation for material services stock items.  



• Check shipping invoices against purchase orders for discrepancies in terms 
of order, code documents and submit information to the appropriate 
department.  

• Assist internal customers and interact with vendors with specifications and 
provide general parts information on mechanical equipment.  

• Ability to learn SBSA purchasing procedures and techniques using 
applicable computer software. 

• Ability to interpret specifications and machine drawings. 
• Perform other related duties as required.  

 
Minimum Qualifications 
The requirements listed below are representative of the knowledge, skills and abilities required to 
satisfactorily perform the essential duties and responsibilities. 
 
Knowledge of:  

• Industrial machinery and related materials 
• Warehousing and inventory methods and procedures.  
• Purchasing principles, procedures, and practices.  
• Operation of warehousing and stockroom equipment.  
• Operation of electronic equipment associated with purchasing and inventory 

control.  
• Safety hazards, basic hazardous materials handling procedures and 

appropriate precautions applicable to work assignments.  
• Word, Excel and Outlook. 

 
Ability to:  

• Sit at desk doing computer and/or paper research for long periods of time; 
move about SBSA’s inventory storage facilities to find and gather requested 
stock items on a regular basis; intermittently bend to open boxes; reach 
above and below shoulder to stock supplies; safely use a step ladder and 
perform simple and power grasping, pushing and pulling; use feet and arms 
to operate forklift and other materials handling equipment; utilize very high 
levels of telephone interactions while sitting at a desk; write or use a 
keyboard to communicate through written means; use computer keyboard, 
computer mouse and calculator for long periods of time; should also be able 
to understand and use internet based purchasing programs. 

• Learn various computer programs and inventory control equipment, bar 
coding, scanner, etc.  

• Work well in a paperless environment. 
• Maintain records and perform arithmetic calculations.  
• Operate safely various types of equipment and tools.  
• Perform heavy manual work in lifting and moving stock.  
• Communicate clearly and concisely, both orally and in writing in the English 

language.  
• Build and maintain positive relationships with employee customers and 

vendor associates by using high levels of interpersonal skills.  
• Learn and observe all appropriate safety precautions as required by SBSA 

including, but not limited to, Cal/OSHA General Industry Safety Orders. 
• Use of basic hand and power tools utilizing safe working practices.   

 



• To read, write and communicate in the English language; understand and 
follow oral and written instructions; communicate clearly both orally and in 
writing; perform arithmetical calculations; perform computer operation with 
word processor and spreadsheet software; operate light utility vehicles 
including electric carts, forklifts, and pickup trucks; work effectively with 
others. 

 
EDUCATION and/or EXPERIENCE 
Any combination of education and experience that demonstrates possession of the requisite knowledge, 
skills and abilities. A typical way to obtain these would be: 
 
Any combination equivalent to experience and education that could likely provide 
the required knowledge and abilities would be qualifying.  A typical way to obtain 
the knowledge and abilities would be:  
 
Education:  

• Equivalent to the completion of the twelfth grade, supplemented by training 
or college level courses and/or certificates of completion in purchasing and 
materials handling, business administration or a closely related field are 
desirable. 

Experience:  
• Two years experience in purchasing and materials handling which could 

include; warehousing, storekeeping, purchasing, inventory control, and 
receiving.  

• Prior knowledge/use of materials management software. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of a valid Class C California Driver’s License and an acceptable 
driving record as defined by the Authority’s Driving Eligibility Standards. 
 
 
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. 
 
Must be able to: See to drive vehicles, read fine print and video display terminals 
of various sizes; hear well enough to converse on the telephone, radio and in 
person over the noise of machinery; speak the English language well enough to 
converse on the telephone, radio and in person over the noise of machinery; smell 
odors; move fingers and hands dexterously; climb stairs and ladders; sit, bend, 
stoop, kneel, stretch, reach, climb and stand for long periods of time; use 
computer keyboard, computer mouse and calculator; lift and/or move objects that 
weigh up to 60 lbs. 
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