
UNIVERSITY OF SOUTHERN CALIFORNIA

Warehouse Associate

Job Code: 155017

OT Eligible:

Comp Approval:

This position is responsible for incoming deliveries, matching invoices to receiving documents, and 
inputting data into the inventory management system, noting any discrepancies. The Warehouse 
Associate assembles and fills orders, organizes stock and merchandise, and communicates 
internally and externally with stakeholders regarding orders, packing lists, deliveries and 
inventories.  This position also drives forklifts, delivery vehicles, and works as part of the offsite 
events team. The Warehouse Associate is also responsible for preparing and maintaining invoices. 
This position works in a warehouse environment, must have a flexible schedule, and the ability to 
walk and stand for long periods of time.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

Yes

5/9/2017

______ Unloads and examines incoming deliveries.  Matches invoices to receiving 
documents and appropriately reports and records any damage or discrepancies.

______

______ Inputs merchandise data into inventory management system. Operates inventory 
control devices such as merchandise scanners, cash registers, and credit card 
terminals.

______

______ Assembles and fills orders placed by the bookstore departments and satellite 
stores. Prepares shipping documentation, and packs and ships outgoing 
merchandise.

______

______ Organizes and stocks merchandise and inventory in designated warehouse 
locations. Drives forklift and operates pallet jack and hand truck to move 
merchandise intra-warehouse.

______

______ Regularly reviews email to timely respond to merchandise transfer requests.  
Communicates with external vendors regarding packing lists, discrepancies, 
deliveries, and returns. Responds verbally and/or in writing to merchandise queries. 
Forwards incoming mail to bookstore departments and satellite stores.

______

______ Drives warehouse vehicles, including but not limited to, delivery vans, large 
passenger vans and up to 26 foot truck, for deliveries and events. Sets up offsite 
event locations. Prepares and replenishes merchandise kiosks for offsite events.

______

______ Prepares invoices in batches for processing and payment by accounting. Maintains 
invoice files. Communicates with accounting regarding invoice payments and 
discrepancies.

______

______ Works various external events as part of the offsite events team. Processes cash 
and credit card transactions. Answers customer merchandise queries. Assists with 
loss prevention efforts.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.
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JOB QUALIFICATIONS:

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those plans 
is required.  During or immediately following an emergency, the employee will 
be notified to assist in the emergency response efforts, and mobilize other staff 
members if needed.

No

Yes

Skills:  Administrative:

Answer telephones

Balance figures

Compute totals

Gather data

Read handwritten text

Research information

Understand and apply policies and procedures

Verify calculations

Skills:  Machine/Equipment:

Material handling equipment

Supervises:  Level:

May oversee student, temporary and/or resource workers.

Minimum Education:

High school or equivalent

Combined experience/education as substitute for minimum education

Minimum Experience:

1 year

Preferred Experience:

2 years

Minimum Field of Expertise:

Good verbal/written communication skills, basic math and reading comprehension. Ability to 
lift up to 50 - 60 lbs. repeatedly. Ability to safely drive a forklift (forklift certification required). 
Valid California driver’s license with University approved driving record. Ability to drive at 
least a 26 foot (up to 26,000 lbs.) truck. Ability to walk and stand for long periods of time, 
bend, stoop, climb, lift, push, and pull. Ability to withstand temperatures in a typical 
warehouse environment. Must be computer literate, with basic knowledge of Microsoft 
Word and Excel. Ability to work a flexible schedule including nights, weekends, and offsite 
events.
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


