
POSITION: SUPPLY CLERK I 

SALARY RANGE: $10.12 - $18.90 PER HOUR  

JOB SUMMARY 

This individual will perform routine, manual and detailed clerical work involved with receiving, storing, 
stocking and inventory duties in a storeroom. This position answers directly to the Operations Manager 
and supervised by Maintenance and Landscape Supervisors.  The Supply Clerk responds to requests of 
Operation Department Crew Leaders and Team Members. 

ROLES AND RESPONSIBILITIES 

 Responds to directives to line handling as a function of the position 

 Works closely with other Port Departments including Purchasing and Accounts Payable 

 Secures the Storeroom to insure that goods and materials are protected from unauthorized 
access or loss 

 Receives and unpacks incoming orders, checking against items listed on purchase orders, 
requisitions, packing slips, bills of lading, invoices or other order forms 

 Scans in documents and forwards them to clerical staff or immediate supervisor for processing 

 Creates purchase request documents and forwards them to supervision for review and approval 

 Work with management to insure efficient operation while maintaining adequate inventories of 
commonly used parts equipment and material 

 Maintains adequate inventories to minimize toward eliminating emergency material pickup 
events for normally stocked parts 

 Picks up, stores and delivers supplies and/or materials 

 Assembles, adjusts and/or repairs articles carried in stock 

 Counts, weighs and/or marks articles with identifying codes, figures or letters as required 

 Inventories stock on hand and requests supplies as needed 

 Fills orders or issues supplies upon proper authorization to line employees 

 Provides information and recommendations on stock items and billing to other departments. 

 Communicates with vendors, both verbally and in writing, on matters relating to supplies 

 Properly receives and processes various materials, liquids and compounds that may be fragile or 
sensitive to handling and storage processes 

 Delivers items to end users in original containers whenever possible 

 Packages materials for shipping 

 Maintains records and prepares necessary reports using Port accounting and computer network. 

 Conducts quarterly and annual inventory counts to assure that remaining quantities of material 
balance with established purchase and dispersal records 

 Ability to comprehend, carry out and explain complex verbal and written instructions or 
information 

 Working knowledge of Microsoft Office products 

 Ability to learn and proficiently use IFAS software, Port email and Bigfoot CCMS software 

 Verifiable ability to create and maintain accurate and complete repair and preventative 
maintenance records (purchase orders, material requisitions, work orders, governmental 
compliance records, inventory etc.)  

 Ability to understand and interpret, blueprints, working drawings, operational instructions and 
manuals  



 Knowledge and commitment to maintain inventories free of damage and loss or waste of Port 
property that is in their care and custody 

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

 High School Diploma or GED equivalent  

 Minimum of five (5) years of firsthand experience in the following fields: carpentry, electrical, 

and facilities’ maintenance, combined with verifiable first person experience working in the 

facilities trade  

REQUIRED LICENSES AND CONDITIONS 

 Must possess or accomplish a valid State of Florida CDL-Class “B” operators’ license within 6 

months of employment. 

 Must possess a valid Florida Drivers License 

 Able to secure a Transportation Worker Identification Credential (TWIC) 

PHYSICAL REQUIREMENTS 

 This is a safety sensitive position 

 Must be able to work in all types of weather 

 Ability to lift 100 lbs 

WORKING CONDITIONS 

 Exposure to the outside elements 

 Job may require working weekends and holidays  

 

The Canaveral Port Authority is an Equal Opportunity Employer. In compliance with Equal Employment 
Opportunity guidelines and the Americans with Disabilities Act, the Canaveral Port Authority provides 
reasonable accommodation to qualified individuals with disabilities and encourages both prospective 
and current employees to discuss potential accommodations with the employer.  Preference will be 
given to eligible veterans and their eligible spouses of veterans who are disabled, missing in action, 
captured, or forcibly detained by a foreign power. 

 

 


