EASTERN OKLAHOMA MEDICAL CENTER 

Position Description

POSITION:  Stores Tech





DATE:  06/2020
DEPARTMENT:  Central Supply 


________________________________________________________________________________

Position Summary:
Under the direction of the materials manager, the stores tech is responsible for handling day to day operations of the storeroom and receiving functions.
Position Accountabilities:
1. Assists in ensuring that all material management, safety and infection control policies and procedures are strictly enforced and followed.  

2. Responsible for maintaining storeroom, nursing unit carts, and receiving in a neat and orderly manner in accordance with department policies and procedures.
3. Responsible for monitoring of supplies and communication of appropriate adjustments and modifications of par-level and nursing supply carts. Submits monthly usage report to manager. 

4. Responsible for ensuring incoming freight is received, delivered appropriately in a timely manner according to department policies and procedures.

5. Document and report supplies that are at or near reorder level for replenishment. Works with buyer to assure storeroom is adequately stocked.

6. Responsible for filling all departments requisitions and ensuring supplies are delivered in a timely manner according to department policies and procedures. 

7. Maintains communication between other departments regarding the technical and day to day operations or storeroom and distribution.

8. Enhances personal growth and development through participation in education programs and in-services.

9. Performs all other duties as directed. 

POSITION QUALIFICATIONS: 
	Minimum Education
	High School diploma or equivalent.

	Experience:
	Experience in hospital storeroom and receiving preferred.

	Required Courses/Training 
	N/A

	Required Certification/Registration
	N/A

	Skills
	Verbal ability to communicate with other hospital staff. 
Use of simple mathematics is required.

	Physical Demands
	Can lift, carry, push, pull, etc. light to medium, heavy material and supplies (up to 50 lbs.)  Able to stand/walk for prolonged or extended periods of time. Able to push and/or pull carts weighing up to 250 pounds for a distance of at least 200 yards.

	Working Conditions:
	Subject to chemical and electrical hazards, heat, cold, dust, and noise.


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name
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