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equipment into the computer. Records freight log information on all incoming material (UPS,
RPS etc.)

2. Issues tools, materials and supplies (stock and non-stock) as requested. Maintain accurate
records by performing computer system-specific transactions. :

3. Receives, verifies, prepares, or processes all records and forms pertaining to warehouse and
tool crib functions such as purchase orders, bills of material, material transfers, freight bills,
return bills of lading, delivery sheets and receipts, balance tapes, ete. Takes inventory of tools
and material. Order tools and products to replenish and replace tool crib material. Orders
warehouse supplies including: storage bags, light bulbs, steel, electrical strut channel, plywood -
and lumber, nuts, bolts, pipe fittings, etc.

4. Packages, crates, tags, etc., material for shipment. Responsible for making sure material is
fastened well onto pallets, crates, etc. Also responsible for verifying EPA 40 CFR Part 265,174
regulations, and loading, and safe movement of hazardous materials per D.O.T. regulations.
Qualifies annually on D.O.T. regulations to ship and handle hazardous materials. (Hazmat DOT
Receiving Course) “

5. Erects and installs material storage fixtures. Assembles tools as required. Send tools requiring
major repairs to appropriate area or vendor. Enter order data into computer. Send tools, hydraulic
pumps and other pumps to vendors for repair. Send low voltage gloves for semi-annual
mspection. Properly stores low voltage gloves.

6. Maintains established levels of tools and materials. . Orders tools and materials.

7. Unloads and moves materials, tools, etc., using hand trucks, floor operated bridge crane, hi-
lo’s up to 30 ton capacity, ete. May drive vehicles to pick up or deliver tools, materials and

supplies from/to various locations. Delivers and retrieves material at job site, as requested.

3. Cleans and mamtains work area.
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