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 BOARD OF EDUCATION
Saskatoon School Division No. 13

P O S I T I O N   D E S C R I P T I O N


Position:			ASSET MANAGEMENT AND DELIVERY CLERK

Immediate Supervisor:	PROCUREMENT MANAGER


Core Function:

Under the general supervision of the immediate supervisor, the Asset Management and Delivery Clerk is responsible for the tracking, inventory, storage, and distribution of school division assets. This includes managing the receipting, storage, and distribution of textbooks (elementary and secondary), centrally loaned curriculum resources, and assessment for learning forms. Additionally, the role involves operating and maintaining light trucks and vans to facilitate the pickup and delivery of materials and supplies throughout the city, primarily between division facilities.

Duties and Responsibilities:

1. Maintain accurate inventory records and track school division assets through spreadsheets/databases;

2. Coordinate delivery and storage of used assets to division locations;

3. Coordinate the disposal of assets based on administrative procedures and established processes;

4. Examines, counts and sorts incoming materials and verifies receipt of items on purchase orders, requisitions or invoices;

5. Barcodes books and enters textbook information into a computer database using the library software program;

6. Assesses the condition of textbooks to determine their suitability for rebinding;

7. Operates pallet jack, conveyor belt, wheeler or flatbed carts to move boxes and items to processing, storage and shipping areas.
  
8. Receives, sorts, ships and bills customers and staff for cost recovery items while maintaining stock limits; 


9. Provides back up support for mail room duties such as opening & packing of mail bags, sorting mail, metering mail, shipping & receiving courier shipments, sorting, shipping & receiving Canada Post, etc.

10. Safely operates and maneuvers a delivery truck or van, including navigating city roadways, parking areas, loading/unloading bays, and docks. Ensures efficient speed control, adherence to traffic laws, and a courteous, professional driving manner. 

11. Conducts routine inspections of vehicle operating systems, ensuring proper functionality, adequate fuel and fluid levels and overall roadworthiness. Performs minor cleaning, repairs, and maintenance as needed. Reports any mechanical issues requiring further attention and, if necessary, coordinates service or repairs with authorized service providers. 

12. Loads the vehicle independently or with assistance, ensuring efficient organization for quick access to delivered items. Arranges the load to maximize available space, maintain balance, and secure items, particularly fragile items, to prevent loss or damage. Ensure proper coverage for safety and protection, prioritizing both operator and passenger well-being.

13. Independently or with co-worker assistance, loads and unloads the vehicle, transporting cargo to and from designated facility areas. This involves bending, lifting, carrying, pushing, pulling, and navigating stairs. Regularly lifts and carries items up to 22 kilograms, with heavier loads managed collaboratively. Utilizes equipment such as hand trucks, trolleys, pallet jacks, and vehicle-mounted devices, including powered tailgates or hoists, to ensure safe and efficient handling.

14. Performs such other duties as may be required to meet organizational deadlines and objectives.


Qualifications:

1. Grade 12 or equivalent, plus the possession of a valid Saskatchewan Driver’s License with a clean driving abstract;

2. Computer experience in databases and Microsoft Excel is required. Familiarity with Destiny Textbook Manager Software and shipping software (i.e. Canada Post) is considered an asset.  

3. Strong communication and interpersonal skills. 

4. Strong decision making, initiative and problem-solving skills. 

5. Previous mail and/or general delivery experience is preferred.

6. One year of related experience is preferred.  
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