
 SALEM-KEIZER PUBLIC SCHOOLS JOB DESCRIPTION 
 
 
 
 
 7/91 TRANSPORTATION SHOP PARTS SPECIALIST 2.11.8 
 
 Effective Date Job Title Index 
 
 
DEFINITION 
 
To perform a variety of duties related to the ordering, receiving, storing, and accounting of motor 
vehicle parts, equipment and supplies.  
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives direction from an assigned supervisor.  Methods of performing tasks are usually left to 
the judgment of the employee with a supervisor giving occasional instructions, advice, and 
decisions, and that work is reviewed occasionally while in progress and upon completion.  
 
EXAMPLES OF DUTIES - May include, but are not limited to, the following: 
 
Purchases parts, equipment, and supplies, confers with salesmen, and compares prices and 
quality to obtain the most cost effective materials.  
 
Maintains a parts room stocked with most needed motor vehicle parts, equipment, and supplies, 
and orders special items as needed.  
 
Processes closing work orders; researches problem and correction; documents labor and parts 
necessary.  
 
Analyzes and compares cost and purchasing differences in stock and equipment.  
 
Maintains accurate records of parts, equipment, and supplies used; prices work orders, makes 
charge-outs, and credits parts and equipment; inputs information into a computer system.  
 
Provides periodic inventory of parts and supplies on hand and their dollar value.  
 
Processes invoices, researches billing problems and monitors status of back ordered items.  
 
Maintains efficient storage methods including the allocation of proper bins or storage places.  
 
Prepares for proper authorization requisitions to replace stock.  
 
Consults with supervisors and shift leaders as to needed changes in inventory levels.  
 
Performs related duties consistent with job description and assignment. 



Salem-Keizer Public Schools 
Transportation Shop Parts Specialist (Continued) 
 
 
MINIMUM QUALIFICATIONS 
 
Knowledge of: 
 
Parts and supplies related to a variety of medium duty vehicles.  
 
Sources of supply for motor vehicle and shop materials.  
 
Storeroom and inventory record keeping and control methods and procedures.  
 
Purchase and requisition procedures.  
 
Modern office procedures and computer equipment.  
 
Ability to: 
 
Determine correctness and quality of materials received against ordered and prescribed 
standards.  
 
Operate a computer input terminal, typewriter, and basic calculating machines.  
 
Perform strenuous manual labor, such as moving heavy materials.  
 
Establish and maintain effective working relationships with those contacted in the course of work.  
 
Communicate clearly and concisely, both orally and in writing.  
 
Experience and Training 
Any combination of experience and training that would provide the required knowledge and 
abilities is appropriate. A representative way to obtain the required knowledge and abilities would 
be: 
 
Experience: 
One year of responsible ordering and maintaining of auto parts stock.  
 
Training: 
Equivalent to the completion of the twelfth grade.  
 
Special Requirements 
Possession of, or ability to obtain, a valid Oregon driver's license.  
 


