
 

 
Storekeeper III #00216 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-03-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  17 
 
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 operation and maintenance of the storeroom/warehouse and materials/supplies inventory; 
and acquisition and disburse materials, equipment and supplies to work crews as needed. 
 
Representative Work Functions and Responsibilities 
Establish minimum and maximum levels of inventory by reviewing new purchases and past usage to 
ensure supplies are available as needed. 
  
Prepare requisitions for supplies to ensure timely delivery at lowest price. 
 
Establish storage locations by usage to reduce retrieval time. 
 
Issue supplies to work crews. 
 
Assist in loading and offloading of materials; and supervise unloading and storage of supplies to ensure 
proper location and proper safety procedures are followed. 
  
Provide training and supervision of subordinates through on-the-job training to ensure safe, efficient 
performance. 
 
Take periodic, special and regular inventories and check purchase and disbursement records to ensure 
accountability of all materials and supplies. 
 
Utilize computer to update automated inventory; and troubleshoot minor system problems, recommend 
changes, and supervise security of the automated inventory system. 
 
File and authorize payment of bills to ensure proper procedure is followed for authorizing invoices for 
payment. 
 
Operate forklifts. 
 
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 
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current workloads and department needs. 
 
Performance Standards 
Accurately maintain proper stock levels; telephone quotes and orders are handled according to proper 
procedures; storage locations are efficient; unloading and storage is safe and efficient; adequate training 
and supervision are provided to subordinates; inventories are accurate, effective and timely; automated 
inventory system is effectively maintained and revised; accounting and clerical work is adequately 
performed; equipment is operated safely and efficiently; reports are evaluated properly and correct action 
taken; library is maintained in and order and is complete; storeroom/ warehouse is kept neat and clean; 
hazardous material is properly stored; recommendation on policy changes and budget requests are timely 
and useful; and proper purchasing procedures are followed. 
 
Minimum Qualifications 
Requires high school or GED plus three (3) years’ experience in supply and inventory which provides the 
required knowledge, skills and abilities; or any equivalent combination of experience and training which 
provides the required knowledge, skills and abilities. 
 
Must have, or obtain, a current and valid driver’s license. 
 
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 valid Commercial driver's license. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of modern storeroom and inventory practices. 
2. Knowledge of parts descriptions and their uses. 
3. Knowledge of occupational hazards, safety regulations, and division policies and procedures. 
4. Knowledge of shipping procedures. 
5. Knowledge of computerized parts system. 
6. Knowledge of prioritizing inventories. 
7. Knowledge of establishing and maintaining automated and/or manual records and accounts. 

B. Skills 
1. Skill in maintaining proper stock levels. 
2. Skill in inventory control and purchasing procedures. 
3. Skill in using parts research materials. 
4. Skill in implementing training and safety procedures. 
5. Skill in establishing and maintaining an effective working relationship with suppliers or 

potential suppliers and other employees. 



Storekeeper III #00216 

   
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. 

Page 3 of 4 
 

6. Skill in effective supervision of subordinate personnel. 
7. Skill in writing legibly. 
8. Skill in interpreting computer reports and parts manuals. 

C. Abilities 
1. Ability to prepare written requests for supplies and equipment. 
2. Ability to perform tasks requiring incumbent to stand or walk on a concrete floor. 
3. Ability to perform tasks requiring incumbent to reach for items lower than, at, or above 

shoulder level. 
4. Ability to push, pull or lift parts, materials, and equipment for short periods of time several 

times a day. 
5. Ability to perform tasks requiring incumbent to climb a ladder or stepstool to reach items 

stored on high shelves may be required. 
6. Ability to perform tasks requiring incumbent to regularly climb stairs may be required. 
7. Ability to perform tasks requiring maintaining of balance, stooping, kneeling/squatting, and/or 

bending. 
8. Ability to perform tasks requiring trunk strength.  (requires use of abdominal and lower back 

muscles. 
9. Ability to perform tasks requiring repetitive twisting of hands, legs, neck, and/or waist. 
10. Ability to work outdoors as necessary with occasional exposure to inclement weather, 

extreme heat conditions at or above 90 degrees and/or extreme cold conditions below 30 
degrees may be required. 

11. Ability to perform tasks requiring exposure to dust and/or dirt. 
12. Ability to operate a motor vehicle and forklift when required. 
13. Ability to properly wear safety equipment (shoes, hard hats, gloves, glasses). 
14. Ability to operate a computer and use city standard software applications. 
15. Ability to comprehend and follow oral and written instructions with minimal guidance from 

others. 
16. Ability to effectively communicate with other city employees, customers, and the general 

public both orally and in writing. 
17. Ability to maintain an appropriate work pace, focus on routine tasks without distraction or 

compromising accuracy, and complete tasks within expected time frame. 
18. Ability to perform a variety of assigned tasks that may vary from day to day. 
19. Ability to establish and maintain effective working relationships with merchants, the public, 

supervisor, and co-workers. 
20. Ability to make decisions in accordance with established policies and procedures. 
21. Ability to remember procedures or steps and recall them to carry out routine tasks. 
22. Ability to adjust routine procedures to accommodate challenges or improve processes. 
23. Ability to tolerate typical work stressors. (deadlines, disagreeable contacts, etc.) 
24. Ability to direct, control, and plan the work of others. 

 

Working Conditions 

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 both internally and externally with all posted open positions. 

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 



Storekeeper III #00216 

   
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. 

Page 4 of 4 
 

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. 
 


