K.C. ELECTRIC ASSOCIATION
Job Description
Title: Warehouseman/Purchasing Agent




Revised: March 4, 2025
Department: Operations

Reports to: Operations Manager
Salary $35.62 -$50.88/hour

Summary: Works under the direct supervision of the Operations Manager. Employee is responsible for inventory levels, purchasing, accounting and storage of material needed for construction and operation of electrical facilities.
Essential Duties and Responsibilities include the following. Other duties may be assigned.

1. Shall be responsible for determining quantities of material needed for electrical facilities. This process includes minimizing out-of-stock items by developing and using reorder points and maximizing inventory turnover at a minimal cost.
2. Shall be required at different times to travel to other Association areas, including Flagler, Cheyenne Wells, and Hugo.
3. Assists in creating Purchase Orders for materials consistent with Association policy. Duties include requesting quotations from suppliers, analyzing quotes, and preparing requisitions for purchase of materials.
4. Maintains a receiving and purchase order file to assure proper accounting of materials.
5. Shall be responsible for the storage of materials needed for electrical facilities. This process includes receiving and stocking materials, issuing and returning materials, retiring materials, and determining timing for reordering materials.
6. Verifies receipt of items by counting, sorting or weighing materials and comparing them to packing list.
7. Shall be responsible for the planning and coordination of annual physical inventory counts at all locations.
8. Recommends measures to improve construction and maintenance methods, equipment performance, safety issues, and quality of products used. 
9. Complies with RUS approved material list.
10.  Submits all required paperwork needed to comply with Association rules and government regulations.

11. Delivers materials to crews as required.
12. Tracks employee tools and replacement.
13. Establishes or adjusts work procedures to meet construction and maintenance schedules. This involves staying informed of pending work orders to ensure that needed quantities of materials, supplies, and equipment are on hand.
14. Maintains a warehouse, yard and pole yard in a safe, neat and clean manner.

15. Participates in monthly safety meetings

16. Assists at the annual meeting if necessary.

Other Requirements:
Submits to random drug testing, as per DOT regulations.
Shall understand and apply all OSHA and Association regulations and safety rules necessary to perform the job requirements.
Shall be familiar with current PCB regulation regarding packaging, storing, and shipping PCBs or PCB contaminated materials.

Supervisory Requirements:

Directly supervises no employee.
Qualification Requirements:

To perform this job successfully, an individual shall be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. 

Education and/or Experience:

High school diploma or its equivalent preferred. Five years of directly related experience in the electric utility industry is desirable.  
Language Skills:
Shall have the ability to read and interpret documents such as safety rules, staking sheets, operating and maintenance instructions, and procedure manuals. Shall be able to write routine reports and correspondence. Shall have the ability to speak effectively before groups of customers or employees of the Association.

Mathematical Skills:

Shall have the ability to calculate figures and amounts such as discounts, interest, proportions, and percentages. Shall have the ability to apply concepts of basic algebra and geometry.

Reasoning Skills:

Shall be able to define and solve practical problems, collect data, and deal with a variety of abstract and concrete variables in situations where only limited standardization exists. Shall be able to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Certificates, Licenses, Registrations:

Colorado Driver’s License, Class A CDL Preferred
Valid First Aid and CPR cards
Other Skills and Abilities:

Shall have an effective working knowledge of RUS construction specifications and its approved list of materials. Shall develop a working knowledge of the National Electrical Safety Code. Shall be able to operate a forklift to load, unload, and move materials in the warehouse or storage lot. Shall have basic skills to operate a computer terminal or personal computer for material inventory control.
Physical Demands:

The physical demands described here are representative of those that shall be met by an employee to successfully perform the essential functions of this job.
While performing the duties of this job, the employee is regularly required to climb, balance, talk and hear.  The employee is frequently required to stand; walk; use hands and fingers to handle or feel objects, tools, or controls; reach with hands and arms; and stoop, kneel, crouch, or crawl. The employee is occasionally required to sit and to smell.
The employee shall lift and/or move 50-75 pounds on a daily basis. May occasionally lift and/or move 75-100 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

Work Environment:

Characteristics described here are representative of the work environment an employee encounters while performing the essential functions of this job. 

While performing the duties of this job, the employee regularly works in both inside and outside weather conditions. The employee frequently works near moving mechanical parts and is frequently exposed to vibration. The employee occasionally is exposed to an environment with fumes, or airborne particles, or toxic or caustic chemicals. The employee occasionally works on rugged terrain.

The noise level in the work environment is usually moderate.
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