POSITION CLASSIFICATION QUESTIONNAIRE

Department:  
Distribution Services
Incumbent:   


Work Schedule/Location:   

Working Title:  Director of Campus Material Management (Dir of Distribution Services)
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)  Administers the UAMS Off-Site Distribution Center and all satellite branches while supervising distribution managers, supervisors and other direct reports.  Designates and implements campus distribution systems and coordinates activities of Distribution Services with other units within UAMS and outside organizations.  
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Reviews current supply and distribution systems with constant evaluation for future campus needs, developing service improvement plans when necessary.  Develops, implements and manages departmental budget; administers vehicle fleet.  Recommends new or revises current campus policies for Distribution Services.
Interviews, hires and evaluates managers and direct reports.  Plans, implements and conducts training as needed.  Coordinates activities with other Finance departments and campus departments in general.  Supports, assists and reviews all management policies, both internal and published, for the campus administrative guide.  Establishes inventory control policies regarding stock purchases and issues.
Directs the collection of information for the preparation of all reports produced for the campus by Distribution Services.  Prepares and provides information for all campus audits as required.
Serves on committees with campus directors or department heads to provide staff input in an effort to assess campus needs and resolve problems concerning supply and distribution issues.  Performs other duties as assigned.
Position Directly Supervises/Leads (name/title) 

Jennifer Overstreet, Buyer/Planner and Assistant Director
Shayne Finch, Inventory Manager
Ronnie Raper, Warehouse Manager

Janice Carter, Receiving Manager

Kenneth Easter, Satellite Manager

Jerry Lewis, Quality Control Manager

Decision Making:   

Makes procurement and logistical decisions for supplies and equipment.

Budget Responsibility: 
Direct responsibility for Distribution Services’ annual budget.

Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)  Frequent interaction with internal staff, campus departments and outside vendors.
Accountability (direct responsibility for outcome of projects or decisions made) 

Accountable to CFO for all decisions made.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)__50__Eyesight  (%)_100_
Hearing  (%)_100__Driving  (%)_______Speaking  (%)__50_
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

N/A

Equipment Used In Position (type and percent time)

PC/Computer – 80%

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

  Ability to Follow Oral Instruction, Read and Write

  High School, GED or formal educational equivalent

  Baccalaureate Degree, Major: Bachelor’s Degree in Business or related field

 Advanced Degree, Type/Major: Masters Degree preferred
 Professional License/Certification: 
  Work Experience, (Length of Time, General and Directly Related) 

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



