
California Department of Education 
Human Resources Division 
HRD-002 (REV 04/2023)

DUTY STATEMENT

CURRENT
PROPOSED

PR LOG #:

CIVIL SERVICE CLASSIFICATION WORKING TITLE

BRANCH DIVISION OFFICE

CBID WWG PCN POSITION NUMBER SPECIFIC LOCATION (CITY)

PROBATIONARY PERIOD TENURE TIME BASE BILINGUAL POSITION

TELEWORK OPTION SAFETY SENSITIVE POSITION CONFLICT OF INTEREST CLASSIFICATION

DIRECTION STATEMENT AND GENERAL DESCRIPTION OF DUTIES

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS

SUPERVISION BY

SUPERVISORY RESPONSIBILITIES

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS



HRD-002 Page 2 of 4

ESSENTIAL/NON-ESSENTIAL FUNCTIONS

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed
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Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed



HRD-002 Page 4 of 4

SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Stock Clerk
	WorkingTitle: Stock Clerk
	Branch: State Special Schools Services Div
	Division: California School for the Deaf, River
	Office: 
	CBID: R04
	WWG: 2
	PCN: 
	PositionNumber: 205-030-1509-003
	City: Riverside
	Probation: 6 Months
	Tenure: Permament
	TimeBase: Full-Time
	Bilingual: No
	Telework: Not eligible for Telework
	SafetySensitive: No
	ConflictofInterest: No
	GeneralDuties: Under the direct supervision of the Business Services Officer Supervisor, the Stock Clerk provides support services to  the Nutrition Services Department and Main Warehouse by independently performing a variety of warehouse duties.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: The Stock Clerk reports directly to and receives assignments from the Business Services Officer, Supervisor, (BSO).
	SupervisorEx: NA
	WorkingConditions: Must possess the necessary physical, mental, and cognitive abilities to perform the specialized detailed work needed to carry out the essential duties of the position.  Work environment is primarily performed in a warehouse setting with artificial light and climate control as well as outside work in both cooler and warmer temperatures.  Work activities involve working in a warehouse setting; working in outside environment for prolonged periods of time; bending, lifting and pushing boxes, dollies, pallet jacks, etc. moving boxes and furniture and operating standard office equipment.
	TimeRequired1: 40
	Duties1: Receive, store, organize, and issue food supplies. Check goods against the Purchase Order upon receipt. Demonstrate proper storage techniques, and maintain standard stock in the warehouse, refrigerators, freezers and deliveries of stock rooms. Issue food and supplies accordingly to the established delivery schedules: including outings, food requests, and special functions. Basic computer program knowledge, transacting in Fi$cal (State of California's Financial Transacting System for Purchasing/Receiving and Accounting Functions), by receiving in deliveries against Purchase Orders, verifying quantities received, creating receipts for payments.
	TimeRequired2: 25
	Duties2: Keep all storage areas (warehouse, freezers, refrigerators, and pantry room) organized, cleaned, and sanitized. Date and rotate all goods utilizing First in First Out (FIFO) method. Assist with equipment inventory, the movement of furniture, and tagging of equipment as needed. 
	TimeRequired3: 20
	Duties3: Create receipts in Fi$cal daily of goods received and provide a copy of the receipt to Nutrition Services Office Technician and the Procurement Office Technician. Maintain clear and accurate records of goods received and issued for various departments. 
	TimeRequired4: 15
	Duties4: Conduct quarterly physical inventory of food and feeding supplies and assist with the annual rotation of emergency food stock for the school. Provide coverage in the main warehouse as needed. Attend required staff meetings. Perform other duties as assigned. 
	TimeRequired5: 
	Duties5: 
	TimeRequired6: 
	Duties6: 
	AdditionalReq: In addition to evaluating each candidates relative ability, as demonstrated by quality and experience, the following factors will provide the basis for competitively evaluating each candidate:- Ability to exercise initiative, and independence.- Ability to communicate effectively and willingness to learn American Sign Language (ASL).- Ability to interact professionally with a wide range of people.- Ability to prioritize workload, complete work timely with multiple deadlines.a. By signing this duty statement, the employee understands and adheres to all policies and procedures related to Mandating Reporting of Suspected Child Abuse and Dependent Adult Abuse.
	PersonalContacts: The Stock Clerk will have contact with various levels of staff throughout the department, external agencies, vendors, stakeholders and the public.
	EmployeeName: 
	EmployeeSignature: 
	EmployeeSignatureDate: 
	ManagerSupervisorName: 
	ManagerSupervisorSignature: 
	ManagerSupervisorSignatureDate: 
	CPAnalyst: 
	HRDApprovalDate: 
	EffectiveDate: 
	UploadedDate: 



