
UNIVERSITY OF ARKANSAS AT PINE BLUFF 

Storeroom Supervisor 

Central Stores 

The Storeroom Supervisor reports to the Warehouse Forman with minimum direct supervision and will be responsible 

for maintaining the daily operations of the central store. This includes, but not limited to, purchasing, sales, 

maintaining inventory and maintaining accurate records; and generating reports of sales and purchases.  

TYPICAL DUTIES:  

 Performs a variety of responsible and complex duties including preparing and maintaining various store records. 

 Generates purchase orders, central store requisitions, and monthly reports. 

 Orders and maintains supplies, unloads supplies, corresponds with all departments on campus. 

 Performs basic arithmetic calculations. 

 Performs similar duties and responsibilities as required or assigned. 

KNOWLEDGE, SKILLS AND ABILITIES 

 Must have good interpersonal skills. Must be able to work with technical and administrative personnel in a 

pleasant, professional and efficient manner 

 Strong written and oral communication skills. 

 Knowledge of time management and office procedures 

 Capable of light typing and electronic bookkeeping. 

 Must be customer service oriented. 

 Possess basic traits of honesty, integrity, loyalty, confidentiality, and avoidance of conflicts of interest situations. 

 Must be able to perform manual labor under varying working conditions using necessary tools and 

equipment. Some heavy lifting may be required. 

Subject to a background check. 

MINIMUM QUALIFICATIONS:  The formal education equivalent of a high school diploma; plus three years of experience 

in inventory control, storeroom operations, or a related field; including one year in a leadership capacity. 

SALARY:  Grade-C111-State Pay plan  

APPLICATION PROCESS:  Submit an application and resume and three letters of recommendation to:   

Human Resources 
University of Arkansas at Pine Bluff  
1200 N. University Drive   
Mail Slot #4976  
 Pine Bluff, Arkansas 71601  
 
Applications may be submitted to uapbjobs@uapb.edu 
  

Deadline for Applications:  Opened until suitable candidate is found. 

“UAPB is an Equal Employment/Affirmative Action/E-Verify Employer” 
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