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Job Overview
Job Title 16459 FLSA Status Exempt

Job Code Inventory Supervisor Creation Date ‘ October 26, 2010

Department Revision Date
Position Details

To provide the administrative and technical skills necessary to supervise the
activities of a large inventory section. Responsible for maintaining records

Purpose concerning all permanent movable equipment in University buildings and facilities.

Checks incoming shipments and payment vouchers for equipment to determine if
item(s) should be classified as permanent movable equipment within the various
departments.

Records the receipt of permanent movable equipment. Supervises the assignment
and attachment of Inventory Numbers and Tags.

Supplies information for compilation of Inventory Reports. Assists department
officials in verifying inventory reports.

Maintains the University equipment and furniture pool.
Conducts the University Surplus Property Program.

Performs related duties as required.Responsible for the design, execution, and
effectiveness of a system of internal controls which provides reasonable assurance
that operations are effective and efficient, assets and safeguarded, financial
information is reliable, and applicable laws, regulations, policies, and procedures
are complied with.

Duties and
Responsibilities

Periodic Prepares Inventory Reports and conducts sight inventories of equipment as
required by applicable directives.




Knowledge of all Microsoft Office software and able to learn and use institutional
software systems.

Complies with all State and University policies.
Other duties may be assigned.

Supervisory Responsibilities: Carries out supervisory responsibilities in accordance
with the organization's objectives, policies and applicable laws.

Duties and
Responsibilities
Continued

The physical demands described here
are representative of those that must be
met by an employee to successfully
perform the essential functions of this
job. Reasonable accommodations may
be made to enable individuals with
disabilities to perform the essential
functions.

The work environment
characteristics described here
are representative of those an
employee encounters while
performing the essential
functions of this job.
Reasonable accommodations
may be made to enable
individuals with disabilities to
perform the essential functions.

While performing the duties of this job,

the employee is occasionally required to

Physical stand; walk, sit; use hands to feel; reach Work

Demands with hands and arms; _talk or hear. The =0 114 | While performing the duties of
employee must occasionally lift and this job, the employee is

move up to 25 pounds. Specific vision re uIarI’ exposed to movin

abilities required by this job include 9 y P 9

close vision, color vision and ability to mechanlca}l parts. The

employee is occasionally

adjust focus.

exposed to fumes or airborne
particles; toxic or caustic
chemicals and risk of radiation.
The noise level in the work
environment is usually
moderate.

May be required to wear Personal
Protective Equipment to include: Steel
toe or Non-slippery shoes, back belt,
eye protection, hard hat, lab coat, full
body suit, and respirator or dust mask.




Qualifications

High School graduate or GED
supplemented by college level
courses in accounting,
management and data
processing.

One to three years of related
experience and/or training to
the essential duties and

responsibilities; or equivalent
combination of education and
experience.

Minimum
Experience
Required

Minimum
Education
Required

Preferred Preferred
Education Experience
Required Required

Core Competencies

Knowledge
Responsiveness
Accountability
Customer Services

Analytical Thinking
Prioritization
Problem Solving
Completion of Job Assignments

Quality of Work Productivity

Accuracy Works Independently
Commitment Initiative/Proactive
Adaptability

Collaboration

Trustworthiness Interpersonal Skills

Reliability Dependability Teamwork Networking
Supportive c ne

Integrity Cémrr;gglctg ion
Attendance ontribution

Position Specific Competencies

Equal Opportunity/Affirmative Action Statement

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender
identity in employment or the provision of services.

Note: The primary accountabilities above are intended to describe the general content of and requirements of this position and
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215,
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the
performance of essential duties and responsibilities of the position.
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