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SHIPPING & RECEIVING/ASSET MANAGEMENT
TECHNICIAN

FULL TIME







               
FLINT RIVER CAMPUS
MINIMUM QUALIFICATIONS: 
High School diploma and three (3) years of work related experience.
RESPONSIBILITIES: 
•
Manages the physical asset process ensuring all physical assets are categorized, tagged and entered into the inventory database;



•
Accurately verifies receipt of property and ensures state identification numbers/decals are applied to     
property;
•
Receives all materials ordered by the technical college, including delivery;

•
Establishes and maintains automated and manual filing/inventory system;

•
Maintains package log according to established guidelines;

•
Manages the property record management system according to established guidelines;
•
Conducts periodic physical inventories of property;
•
Ensures property is transferred or disposed properly;

•
Obtains the proper signatures when assets are transferred or disposed;
•
Serves as a technical source for others concerning asset management regulations, policies and/or    processes;
•
Ensures safety and security requirements are met in the storage areas; 
•
Maintains a clean and organized work area
•
Processes all outgoing packages for delivery or shipment; and
•
Other duties as assigned.

COMPETENCIES: 

•
Skill in the operation of computers and other job-related software programs
•
Skill in interpersonal relations and in dealing with the public
•
Oral and written communication skills
•
Decision making and problem-solving skills
•
Knowledge of state inventory control

•
Skill in the use of forklift
SALARY:  
Salary commensurate with education and work experience. Benefits include paid state holidays, paid annual and sick leave, and the State of Georgia Flexible Benefits Program.

SPECIAL NOTES: 
It shall be a condition of employment to submit to a background investigation. Offers of employment shall be conditional pending the result of the background investigation.

Federal Law requires ID and eligibility verification prior to employment .All male U.S. citizens, and male aliens living in the U.S., who are ages 18 through 25, are required to register for the military draft and must present proof of Selective Service Registration upon employment.
Applicants who need special assistance may request assistance by phoning (770)229-3454.

The Technical College System of Georgia and its constituent Technical Colleges do not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, disabled veteran, veteran of the Vietnam Era, spouse of military member, or citizenship status (except in those special circumstances permitted or mandated by law). This nondiscrimination policy encompasses the operation of all technical college-administered programs, programs financed by the federal government including any Workforce Innovation and Opportunity Act (WIOA) Title I financed programs, educational programs and activities, including admissions, scholarships and loans, student life, and athletics. It also encompasses the recruitment and employment of personnel and contracting for goods and services.       
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