3-16-90 DI RECTOR OF NMATERI ALS MANAGEMENT SERVI CES, 1858

Summary of Duti es: Pl ans, organi zes, and directs the work of

pr of essi onal enpl oyees engaged i n the devel opnent, inplenentation, and
admni stration of a centralized and consol i dated war ehousi ng and
distribution function; devel ops and enforces policies and procedures
governing nmaterials procurenent, warehousing, inventory, and

di stribution; applies supervisory principles and techniques in
bui | ding and naintai ning an effective work force; fulfills affirmative
action responsibilities; and does rel ated work.

D stingui shing Features : A Drector of Mterials Managenent Services
manages a division which is responsi ble for storekeeping, and ot her
activities related to the direction of the stores, salvage, technica
support, and audit functions. An enployee in this class receives only
general instructions, and is responsible for maki ng deci sions on
policy and procedural matters with respect to material procurenent,

st or ekeepi ng, war ehousi ng, inventory, distribution, and accounti ng.

| ncunbents in the class of Director of Mterials Managenent Services,
as bona fide supervisors, are responsi ble for the perfornmance of the
full range of supervisory activities including: application of

di sci pline, processing and resolution of grievances, eval uation of
per formance and approval of tinme off requests;

The class of Director of Materials Managenent Services fornul ates and
i mpl enent's policies and procedures governing a conplex naterials
inventory, distribution and accounting program

Exanpl es of Duties : Plans, organi zes, and establishes policies and
procedures of a large material s managenent program coordi nates
materials requirements with the purchasing division of the Departnent;
supervi ses the devel opnment and operati on of manual and aut onat ed
information systens related to the procurenent, storage, distribution,
and paynents for naterial s.

Confers with division heads, and the staff of various Gty offices on
questions of policy, organization, and probl ens encountered,;

coordi nates the activities of the organization with other departnents
and advi ses themon material s nanagenent policies and procedures.

Revi ews and reconmmends upon acqui sition and distribution nmethods to
reduce inventory and inprove service; directs the sale of used, worn,
or obsol ete equi pnent and materials; prepares budgets and annua
reports for the Materials Managenment Division; directs the devel opnent
and nmai ntenance of a manual on warehousi ng procedures and poli cies;
approves neasures of effectiveness for the Material s Managenent

Di vi si on.

Communi cat es equal enploynent/affirmative action information to
enpl oyees; applies job-related criteria in selecting, orienting,
assi gning, training, counseling, evaluating, and disciplining



subordi nates; assists enployees in preparing for pronotion as
described in the Gty's Affirmati ve Action Program

An enployee in this class nmay occasionally be assigned to other duties
for training purposes or to neet technol ogi cal changes or energencies.

Qualifications : A good know edge of the principles, practices, and
procedures of a materials nmanagenent programfor a | arge organi zation
a good know edge of the practices and theories of inventory
managenent, materials forecasting and distribution, and cost reduction
t echni ques; a good know edge of the principles and practices of

supervi sion; a good know edge of pur chasi ng and material s managenent
t erm nol ogy; a good know edge of Charter provisions, Admnistrative
Code sections, ordinances, |laws and regul ations relative to pur chasi ng
and naterial s managenent procedures; a good know edge of the types,
uses, and proper description of materials commonly required; a good
knowl edge of the organi zation and procedures of Gty governnment and
rules and regul ati ons as they affect purchasi ng and nmaterial s
managenent; a good know edge of supervisory principles and practices

i ncl udi ng: planning, delegating and controlling the work of

subordi nates; a good know edge of techniques of training, instructing
and eval uati on of subordinate work perfornmance; a good know edge of

t echni ques for counseling, disciplining, and notivating subordi nate
per sonnel ; a good know edge of the procedures for grievance handli ng;
a good know edge of supervisory responsibility for EEQ AA as set forth
inthe GQty's Affirmative Action Program a good know edge of
effective safety principles and practi ces;

a wor ki ng know edge of the sources of supply for a wide variety of
commodi ties, a working know edge of Gty personnel rules, policies and
procedures; a working know edge of the provisions of nmenoranda of
understanding as they relate to subordi nate personnel; a worKking

know edge of the potential applications of data processing techni ques
to material s managenent activities;

a general know edge of Gty personnel rules, policies and procedures;
a general know edge of commodity markets, marketing practices and
prici ng net hods;

the ability to direct the devel opnent, inplenentati on and nmai nt enance
of a materials nmanagenent program the ability to deal tactfully and
effectively with Gty enployees, and officials, other governnental
enpl oyees and nmanufacturer's representatives; the ability to plan,
organi ze, coordinate and review the work of subordi nates and ot her
enpl oyees and officials; the ability to exercise initiative and good
judgment in proposing new policies, procedures, and standards; and the
ability to prepare accurate and concise reports; the ability to

mai ntain a work environment to enhance both enpl oyee noral e and
productivity; the ability to apply sound supervisory principles and
techni ques; the ability to fulfill supervisory affirmative action
responsibilities as indicated in the Gty's Affirmative Action

Pr ogram



Two years of materials nmanagenent experience in a class which is at

| east at the level of Stores Supervisor or Stores Superintendent; or
seven years of materials managenment experience in an organization that
stores and distributes industrial comodities of use and not resale,
with an inventory level of 5 000 different itens valued at at |east $5
mllion; two years of such experience nust have been in a nmanagenent
position responsible for directing the anal ysis, planning,

organi zation, and admnistration of a conprehensive materials
managemnent program

License: Awvalid California driver's |icense nmay be required.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capable of performng the duties of sone of the positions in this
class. Such determnation nust be nmade on an individual basis in
light of the person's Iimtations, the requirenments of the position,
and the appointing authority's ability to effect reasonable
accomodations to the person's |imtations.

As provided in Gvil Service Coomssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
position shall be.



