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POSITION DESCRIPTION
Moon Lake Electric Association, Inc.

POSITION TITLE: Warehouse Specialist APPROVED:
. 7an.£ﬁm %Wan
DEPARTMENT: Operations General Manager
POSITION GRADE: ML3 Department Headcm T Mdes
) Jfac% C’(a%lu/m
DATE REVISED: 09/16/2026 Supervisor/Foreman
OBJECTIVE

To maintain a proper inventory of supplies, materials, and equipment at the Cooperative’s
differing warehouse locations. Travel from warehouse location to warehouse location as needed.
Maintain the warehouse and grounds in a safe and efficient manner.

REPORTS TO: Warehouse Supervisor

SUPERVISES: None

The ESSENTIAL JOB FUNCTIONS for this position include:

1. Follows all Cooperative’s safety policies and procedures while performing the job
functions of a Warehouse Specialist. Completes all safety training as instructed.

2. Maintains records which provide the Cooperative with a revolving inventory history.
3. Correlates material receiving with purchase orders and packing slips/invoices.
4. Computer competency with all Microsoft applications (Excel, Word, etc.) along with any

proprietary software systems related to this position is required.

5. Inputs data into computer terminal to maintain inventory records, such as transformer and
recloser records. Completes required materials reports.

6. Safely unloads all materials, equipment, and inventory. Issues, receives, verifies, and
stores materials and supplies.

7. Organizes and maintains the warehouse and grounds in a clean and professional manner.
8. Performs minor repairs on materials, facilities, and fleet.
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9. Assists line crews by assembling certain units, delivering material items to a job site, and
helping when needed.
10. Performs all other duties as required.

POSITION CHARACTERISTICS

A. Fair Labor Standards Act Provision

The position of Warehouse Specialist is a non-exempt position under the provisions of the Fair
Labor Standards Act and is subject to the Cooperative's policies and procedures pertaining to
overtime hours and premium pay.

B. Minimum Qualifications

Education: High School education or equivalent preferred.

In Addition To
Experience: One-year warehousing experience with a knowledge of proper warehousing
procedures required. Able to operate large forklifts, telehandler, tractor trailer, and other heavy

equipment is mandatory.

Mandatory computer proficiency in all Microsoft applications (Excel, Word, etc.) along with any
proprietary software systems related to the Warehouse Specialist position.

Must Possess: Valid Class A, Commercial Driver’s License with airbrake endorsement.

C. Essential Physical and Mental Demands

Physical: Work is often performed in awkward or uncomfortable positions involving stooping,
bending, reaching, and the handling of tools or materials of sufficient weight to cause additional
physical stress.

Mental: Work of position is generally varied and employee has sufficient time to complete most
tasks.

Working Conditions: Work is performed both inside and out, including in inclement weather.

There may be safety hazards, inherent with operating equipment and working with materials
under various circumstances.
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