
 

 
Storekeeper Supervisor –  
Building Maintenance #01564 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-15-2015 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Supervise the maintenance and acquisition of inventory of repair parts, industrial materials, and 
miscellaneous supplies associated with buildings, equipment repair and maintenance. 

Representative Work Functions and Responsibilities 
Supervise and participate in the maintenance of parts inventory on a computerized inventory system by 
implementing procedures, update inventory records, stock, and provide the necessary material required 
to support the division’s operation and maintenance in the most efficient and cost effective manner. 
 
Key data using the computerized Inventory System (MP2) display terminal, key and bar code scanner; 
recommend new programs to ensure purchase orders and receipts are accurate and accounted for using 
bar code scanner. 
 
Manage stock control and replenishment by using Open Purchase Method to ensure parts and other 
supplies are available upon request; acquire and document phone quotes and utilize bid process to 
ensure price is obtained as per Virginia Public Procurement Law. 
 
Establish stock level of inventory based on frequency of demand; maintain division’s capital asset 
inventory; prepare reports for interdepartmental transfer of material issued from Building Maintenance 
stockroom. 
 
Supervise and participate in spot and yearly wall to wall inventory; train and supervise personnel in 
receipts processing, issues, and storing material;  train and supervise personnel in reorganizing inventory, 
assigning new location/part numbers, labeling bins/materials, and updating computer data with necessary 
changes validating the inventory records; purging material according to shops input, and survey material 
accordingly. 
 
Establish procedures to ensure parts receipt/issue are processed properly;  update and maintain 
accountability of City-wide key files to ensure security procedures are being followed. 
 
Supervise the production of City-wide building graphics, signs and directories; supervise the maintenance 
of City-wide Fire Extinguishers;  and train employees on safety rules and regulations. 
 
Supervise the security of storeroom spaces. 



Storekeeper Supervisor #01564 

 
Follow all City and departmental guideline policies and procedures in hiring, promotions, disciplinary 
actions, etc., to ensure equitable treatment of subordinate employees. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Provide adequate supervision of employees; oversee maintenance of material inventory to ensure parts 
are available upon request; oversee computerized inventory system; effectively implement and/or 
recommend changes to computerized inventory system as needed; accurately key data using the 
computer;  accurately establish guidelines to ensure accountability of materials and supporting 
documents alike;  effectively obtain price quotes and solicit bids in accordance with City policy;  maintain 
records and catalogs;  supervise and participate in yearly inventory;  effectively oversee purging of 
inventory and disposal of obsolete material using Material Safety Data Sheet (MSDS) as required; 
accurately make decisions to increase or decrease parts quantities based on frequency of demands;  
train subordinate employees;  maintain positive liaison between staff and management and maintain an 
effective communication network;  appraise employees’ performance evaluation;  communicate effectively 
both verbally and in writing. 

Minimum Qualifications 
High School or GED plus five (5) years of experience in maintaining storeroom/inventory records in such 
position as parts manager;  or any equivalent combination of experience and training which provides the 
required knowledge, skills and abilities. 

Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements.  

Preferred Qualifications 
One (1) year of related experience in a supervisory role.  

Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
This position may require that incumbents to wear and maintain appropriate personal protective 
equipment such as, but not limited to, steel toed shoes, hard hats, safety glasses, gloves, or other safety 
attire and equipment in designated areas of risk.  Specific requirements will be determined and 
communicated by the employee’s supervisor based on position assigned. 
 
This position may be designated as a safety sensitive position and be subject to mandatory drug testing.  
Positive drug test results may result in counseling and/or discipline, up to and including, termination. 

Successful completion of a pre-employment physical. 
 
May require a Commercial driver's license. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of modern storeroom and inventory practices. 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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2. Knowledge of supervisory techniques. 
3. Knowledge of safe work habits. 
4. Knowledge of computerized parts system. 
5. Knowledge of accounting practices related to Building Maintenance inventory. 
6. Knowledge of city policies regarding purchasing procedures. 
7. Knowledge on Material Safety Data Sheet (MSDS). 

B. Skills 
1. Skill in supervising, training, and evaluating subordinates. 
2. Skill in dealing with vendors. 
3. Skill in entering data via computer. 
4. Skill in inventory control method. 
5. Skill in training personnel. 

C. Abilities 
1. Ability to read and write legibly. 
2. Ability to stand, stoop, and walk on concrete floor. 
3. Ability to lift parts, equipment and supplies weighing up to 50 pounds. 
4. Ability to go up and down ladders several times per day. 
5. Ability to operate both gas and electric forklift. 
6. Ability to identify material. 
7. Ability to operate computerized (MP2) system. 
8. Ability to establish and maintain a good working relationship with employees and vendors. 
9. Ability to properly wear safety equipment (shoes, hard hats, glove, safety glasses). 

Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires medium to heavy work that involves walking, standing, stooping, climbing, lifting, digging, 
pushing, and raising objects and involves exerting up to 75 pounds of force on a regular and recurring 
basis. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical or entry level professional work requiring general understanding of 
operating policies and procedures and their application to problems not previously encountered; applies 
specialized technical or professional principles and practices and uses a wide range of administrative 
methods in the solution of problems; requires normal attention with short periods of concentration for 
accurate results and occasional exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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The job may risk exposure to bright/dim light, dusts and pollen, extreme heat and/or cold, wet or humid 
conditions, noise, fumes and/or noxious odors, traffic, moving machinery, electrical shock, or toxic/caustic 
chemicals. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, field of vision, hearing, speaking, color perception, and depth 
perception. 
 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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Storekeeper Supervisor – Fire #01564 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-15-2015 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Responsible for the acquisition and delivery of fire supply services to the various divisions of the 
department. 
 
Representative Work Functions and Responsibilities 
Maintain an inventory of equipment to guard against loss of equipment and to ensure knowledge of 
location of all equipment. 
 
Administer supply and equipment requisitions to ensure equipment is ordered within budget. 
 
Supervise delivery of equipment and supplies to ensure they are given to correct station or office. 
 
Monitor equipment development and federal regulations relating to equipment to ensure use by 
department is safe and meets OSHA regulations. 
 
Maintain liaison with other City departments involved in logistic process; and maintain open and effective 
communication with suppliers and recipients of equipment and supplies to maintain efficient delivery 
process. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Complete and ensure the accuracy of department's inventory; knowledge of department's budget and 
equipment contained within it; order equipment for department; efficiently deliver supplies throughout the 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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department; aware of current regulations affecting equipment and effectively transfer information to 
equipment used by the department; maintain positive liaison with other City departments; and 
communicate effectively both verbally and in writing.    
 
Minimum Qualifications 
High school or GED plus five (5) years experience in the field of fire equipment inventory and supply in 
such positions as fire supply assistant, firefighter or fire officer. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
This position may require that incumbents to wear and maintain appropriate personal protective 
equipment such as, but not limited to, steel toed shoes, hard hats, safety glasses, gloves, or other safety 
attire and equipment in designated areas of risk.  Specific requirements will be determined and 
communicated by the employee’s supervisor based on position assigned. 
 
This position may be designated as a safety sensitive position and be subject to mandatory drug testing.  
Positive drug test results may result in counseling and/or discipline, up to and including, termination. 

Successful completion of a pre-employment physical. 
 
May require a Commercial driver's license. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of City and department operations, policies and procedures. 
2. Knowledge of fire equipment. 
3. Knowledge of necessary supplies for fire department operation. 
4. Knowledge of procedures related to inventory control and supply distribution. 

B. Skills 
1. Skill in effective employee supervision techniques. 
2. Skill in dealing with vendors and evaluating new material and equipment. 
3. Skill in communicating with department employees (recipients of supplies). 

C. Abilities 
1. Ability to communicate verbally and in writing with a wide range of people. 
2. Ability to maintain inventory control records. 

Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires medium to heavy work that involves walking, standing, stooping, climbing, lifting, digging, 
pushing, and raising objects and involves exerting up to 75 pounds of force on a regular and recurring 
basis. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical or entry level professional work requiring general understanding of 
operating policies and procedures and their application to problems not previously encountered; applies 
specialized technical or professional principles and practices and uses a wide range of administrative 
methods in the solution of problems; requires normal attention with short periods of concentration for 
accurate results and occasional exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
The job may risk exposure to bright/dim light, dusts and pollen, extreme heat and/or cold, wet or humid 
conditions, noise, fumes and/or noxious odors, traffic, moving machinery, electrical shock, or toxic/caustic 
chemicals. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, field of vision, hearing, speaking, color perception, and depth 
perception. 
 
 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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Storekeeper Supervisor – Garage #01564 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-15-2015 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Supervise the maintenance and acquisition of the City Garage inventory of repair parts, tires, oil, grease, 
fuel and miscellaneous supplies associated with vehicle and equipment repair and maintenance. 
 
Representative Work Functions and Responsibilities 
Supervise and participate in the maintenance of parts inventory on a computerized inventory system by 
implementing procedures, keying data using the Telex 278 display terminal and keyboard, and 
recommending new programs to be certain parts, invoices, and purchase orders are accounted for and 
available when needed. 
 
Acquire phone quotes and prepare documentation for formal bidding to ensure the best price available is 
obtained in order to lower cost of fleet operations. 
 
Maintain vehicle key files on all City vehicles in order to keep an accurate record of City vehicles; and 
make keys for all City vehicles using the key cutting machine. 
 
Supervise and participate in the annual inventorying of items in stock, making certain all counts and  
records are accurate and reconciled with computer inventory records; and determine which parts are to 
be stocked at each location and what quantities are needed  
 
Identify and prepare documentation for the sale of surplus and osbolete parts by getting input from the 
assistant automotive services administrator and finance/auditing to dispose of items no longer useful. 
 
Maintain complete catalogs and parts manuals for vehicles and equipment by labeling and categorizing to 
locate parts and part numbers effectively. 
 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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Train employees so they understand their job duties and are aware of safety regulations and practices. 
 
Establish procedures to ensure parts and related documents are accounted for and flow smoothly to 
proper locations. 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Provide adequate supervision of employees; oversee maintenance of inventory of all items to ensure 
parts are available when required; adequately oversee computerized parts system, effectively implement 
and/or recommend changes to the computerized parts system as needed; accurately key data using the 
computer; accurately establish guidelines to ensure adequate accountability and smooth flow of parts  
and paperwork; effectively obtain bids and price quotes according to policy; adequately maintain all files 
and catalogs; effectively participate in and supervise the annual inventory; effectively oversee the listing 
and sale of surplus parts; accurately make final decisions on parts locations, quantities, and procedures 
on recommendations from subordinate employees; adequately train subordinate employees; effectively 
perform employee evaluations; adequately ensure that safety regulations are followed; and accurately 
interpret parts manuals.  
 
Minimum Qualifications 
High school or GED plus five (5) years experience in maintaining storeroom/inventory records in such 
positions as automotive parts manager; or any equivalent combination of experience and training which 
provides the required knowledge, skills, and abilities. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Preferred Qualifications 
One (1) year of related experience in a supervisory role.  

 

Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
This position may require that incumbents to wear and maintain appropriate personal protective 
equipment such as, but not limited to, steel toed shoes, hard hats, safety glasses, gloves, or other safety 
attire and equipment in designated areas of risk.  Specific requirements will be determined and 
communicated by the employee’s supervisor based on position assigned. 
 
This position may be designated as a safety sensitive position and be subject to mandatory drug testing.  
Positive drug test results may result in counseling and/or discipline, up to and including, termination. 

Successful completion of a pre-employment physical. 
 
May require a Commercial driver's license. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of modern storeroom and inventory practices. 
2. Knowledge of supervisory techniques. 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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3. Knowledge of safe work habits. 
4. Knowledge of computerized parts system. 
5. Knowledge of accounting practices related to City Garage parts inventory. 
6. Knowledge of City policies regarding purchasing procedures. 

B. Skills 
1. Skill in supervising, training and evaluating subordinates. 
2. Skill in dealing with vendors. 
3. Skill in operating key cutting machine. 
4. Skill in inventory control methods. 
5. Skill in training personnel. 

C. Abilities 
1. Ability to read and write legibly. 
2. Ability to stand, stoop and walk on concrete floor. 
3. Ability to lift and carry parts, equipment, and supplies in excess of 50 lbs. for short periods of 

time. 
4. Ability to climb stairs (two flights). 
5. Ability to operate Telex 278 keyboard and terminal. 
6. Ability to work in a dusty and smoky environment. 
7. Ability to establish and maintain a good working relationship with employees and parts 

suppliers. 
8. Ability to properly wear safety equipment (shoes, hard hats, gloves, glasses). 

Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires medium to heavy work that involves walking, standing, stooping, climbing, lifting, digging, 
pushing, and raising objects and involves exerting up to 75 pounds of force on a regular and recurring 
basis. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical or entry level professional work requiring general understanding of 
operating policies and procedures and their application to problems not previously encountered; applies 
specialized technical or professional principles and practices and uses a wide range of administrative 
methods in the solution of problems; requires normal attention with short periods of concentration for 
accurate results and occasional exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
The job may risk exposure to bright/dim light, dusts and pollen, extreme heat and/or cold, wet or humid 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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conditions, noise, fumes and/or noxious odors, traffic, moving machinery, electrical shock, or toxic/caustic 
chemicals. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, field of vision, hearing, speaking, color perception, and depth 
perception. 
 
 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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Storekeeper Supervisor – Utility #01564 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-15-2015 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Supervise acquisition, maintenance, disbursement and accountability measures of the City of Virginia 
Beach Public Utilities operations and maintenance supply inventory. 
 
Representative Work Functions and Responsibilities 
Supervise and participate in preparation and maintenance of the computerized Inventory Management 
system to requisition, stock, and provide the necessary material required by department's operation and 
maintenance division in the most cost effective manner; key data using the Telex 279-3A display terminal 
and keyboard; recommend new programs; and assure that parts, invoices, and purchase orders are 
accounted for and are available when needed. 
 
Coordinate the annual auditing procedures by an external agency; and supervise the annual and spot 
inventories to make certain that accounts and records are accurate and reconciled with the computer 
inventory records. 
 
Take necessary action to dispose of obsolete or overage material using input from the various bureaus 
within the division. 
 
Supervise the coding of invoices for proper authorization and categorization for disbursement of 
departmental funds. 
 
Maintain complete catalog and parts manuals by a systematic method to locate parts and part numbers 
effectively and to update computer technical descriptive data. 
 
Determine what parts are to be stocked and establish stock levels. 
 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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Supervise the emergency purchase of parts and materials as needed. 
 
Supervise employee safety and technical training programs. 
 
Supervise the security of storeroom spaces. 
 
Follow all City and departmental guideline policies and procedures in hiring, promotions, disciplinary 
actions, etc., to ensure equitable treatment of subordinate employees. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Provide adequate supervision of employees; oversee maintenance of inventory of all items to ensure 
parts are available when required; adequately oversee computerized parts system; effectively implement 
and/or recommend changes to the computerized parts system as needed; accurately key data using the 
computer; accurately establish guidelines to ensure adequate accountability and smooth flow of parts and 
paperwork; effectively obtain bids and price quotes according to policy; adequately maintain all files and 
catalogs; effectively participate in and supervise the annual inventory; effectively oversee disposal of 
obsolete and overage parts; accurately make final decisions on parts locations, quantities, and 
procedures on recommendations from subordinate employees; adequately train subordinate employees; 
effectively perform employee evaluations; adequately ensure that safety regulations are followed; and 
accurately interpret parts manuals. 
 
Minimum Qualifications 
High school or GED plus five (5) years’ experience in maintaining storeroom/inventory records in such 
positions as parts manager. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Preferred Qualifications 
One (1) year of related experience in a supervisory role.  

 

Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
This position may require that incumbents to wear and maintain appropriate personal protective 
equipment such as, but not limited to, steel toed shoes, hard hats, safety glasses, gloves, or other safety 
attire and equipment in designated areas of risk.  Specific requirements will be determined and 
communicated by the employee’s supervisor based on position assigned. 
 
This position may be designated as a safety sensitive position and be subject to mandatory drug testing.  
Positive drug test results may result in counseling and/or discipline, up to and including, termination. 

Successful completion of a pre-employment physical. 
 
May require a Commercial driver's license. 
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Storekeeper Supervisor #01564 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of modern storeroom and inventory practices.   
2. Knowledge of supervisory techniques. 
3.  Knowledge of safe work habits. 
4. Knowledge of computerized parts system. 
5. Knowledge of accounting practices related to Public Utility inventory. 
6. Knowledge of city policies regarding purchasing procedures. 

B. Skills 
1. Skill in supervising, training, and evaluating subordinates. 
2. Skill in dealing with vendors. 
3. Skill in entering data via computer. 
4. Skill in inventory control methods. 
5. Skill in training personnel. 

C. Abilities 
1. Ability to read and write legibly. 
2. Ability to stand, stoop, and walk on concrete floor. 
3. Ability to lift parts, equipment, and supplies weighing up to 50 pounds.  
4. Ability to go up and down stairs several times per day. 
5. Ability to operate Telex 279-3A keyboard and terminal. 
6. Ability to establish and maintain a good working relationship with employees and parts 

suppliers. 
7. Ability to properly wear safety equipment (shoes, hard hats, gloves, glasses). 

Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires medium to heavy work that involves walking, standing, stooping, climbing, lifting, digging, 
pushing, and raising objects and involves exerting up to 75 pounds of force on a regular and recurring 
basis. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical or entry level professional work requiring general understanding of 
operating policies and procedures and their application to problems not previously encountered; applies 
specialized technical or professional principles and practices and uses a wide range of administrative 
methods in the solution of problems; requires normal attention with short periods of concentration for 
accurate results and occasional exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
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Storekeeper Supervisor #01564 

those that may lead to injury or health hazards even though precautions have been taken. 
The job may risk exposure to bright/dim light, dusts and pollen, extreme heat and/or cold, wet or humid 
conditions, noise, fumes and/or noxious odors, traffic, moving machinery, electrical shock, or toxic/caustic 
chemicals. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, field of vision, hearing, speaking, color perception, and depth 
perception. 
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