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Job Title: Warehouse Supervisor      Location: 371 Duty Station 

Work Schedule: Varied Regular/Full time/Weekends (if necessary)  Department: O&M 851  

Exemption Status:  Exempt    Grade: 16   Salary Range: $DOE 

Reporting Relationship: This position reports to the O&M Manager 

Summaries of Duties and Responsibilities 

This position was created to assist in efficiently coordinating and leading purchasing, receiving, 
and inventory control of the O&M Warehouse and Duty Station facilities’ operation and 
maintenance. 

Shared Responsibilities: 

 Support the mission, vision, and goal of Navajo Agricultural Products Industry. 

 Support excellence in our customer service philosophy. 

 Adheres to all company polices and procedures. 

 Follow safety guidelines and participate in trainings. 

 Practice good stewardship of NAPI property and follow policy. 

 Act in a professional manner at all times. 

 Function from INTEGRITY, HONESTY, and LOYALTY in all activities concerning NAPI. 

 Follow the current NAPI Strategic Plan initiatives. 

 Maintain a team environment with other departments.  

 Champion NAPI in the community. 

Primary Duties and Responsibilities: 
 
Essential Functions 
1. Implements and controls inventory system utilizing MAXIMO software 

and/or written documentation which will require working with the NAPI IT 
Department and the Bureau of Indian Affairs. 

2. Prepare receiving reports and distribute copy to Purchasing and O & M 
Administrations. Prepare and manage departmental budgets 

3. Develops and maintains an accurate receiving report logbook via data 
entry onto the database software. 

4. Coordinate the activities of workers engaged in receiving, storing, testing, 
and shipping products or materials 

5. Prepares purchase requisitions for equipment and services. 
6. Review invoices, work orders, consumption reports, and demand 

forecasts to estimate peak delivery periods and to issue work 
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assignments. 
7. Inspect physical conditions of warehouses, Duty Station Yard, vehicle 

fleets and equipment, and order testing, maintenance, repair, or 
replacement as necessary. 

8. Plan, develop, and implement warehouse safety and security programs 
and activities Prepare or direct preparation of correspondence, reports, 
and operations, maintenance, and safety manuals. 

9. Issue shipping instructions and provide routing information to ensure that 
delivery times and locations are coordinated. 

10. Expedites placed orders and verifies quantities/quality are acceptable. 
11. Maintains an accurate count and location of inventory of items and inputs 

inventory data in MAXIMO software.  
12. Maintain coordination of actual physical counts/locations with MAXIMO 

asset count/locations. 
13. Maintain adequate stock level to avoid over stock and/or under stock. 
14. Ensures that accountable property purchase during the fiscal year has an 

assigned property number, and that property tag numbers and license 
tags are in accordance to contractual requirements and/or agency 
policies. 

15. Insures full compliance with Navajo Nation EPA standards maintaining 
proper storage and disposal of waste and hazardous material. 

16. Inspects tools, spare tires, water pumps, air compressors, generators, 
hoses, and fittings for needed repairs with additional consultation with 
O&M supervisors. 

17. Performs periodic inventory of supplies such as oil, grease, pipes, lumber, 
fence posts, gates, and other miscellaneous items in the yard or 
warehouse and reconciles them against the inventory records.  

18. Establish and maintains contact with various sales representatives and 
vendors in obtaining quotations, follows up on partial orders, and receives 
purchases in compliance with NAPI Purchasing Policies & Procedures or 
other applicable authorities.  

19. Maintains high ethical standards and conduct in dealing with outside 
entities doing business with NAPI.  

20. Ensures full compliance with the Public law 93-638 provision regarding 
prohibition against accepting gratuities.  

21. Ensures customer satisfaction by maintaining an efficient level of service. 
22. Maintains good working relationships with NAPI department and outside 

entities.  
23. Maintain O&M Department company vehicle.  
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Performs other related duties and assignments as required. 

Education, prior work experience, and specialized skills and knowledge: 

 This job requires a High School Diploma (or GED or High School Equivalence). 

 An Associates or Bachelors’ degree in Business Administration, Inventory Management. 

 This job requires the incumbent to obtain certification in Computer Applications, Accounting, 
Inventory Management , and Analytical or Scientific Software 

 This job requires the incumbent to have a valid driver’s license with an acceptable driving 
record. 

 Must have the ability to communicate effectively orally and in writing in English. Navajo 
language is helpful. 

 Ability to use a computer and computer programs is required. 

 Job requires ability to talk to others to convey information effectively. 

 Knowledge of business and management principles involved in strategic planning, resource 
allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources. 

 Knowledge of principles and methods for moving material within NAPI Farm Operation 
including the relative costs and benefits. 

 Knowledge of principles and processes for providing customer and personal services. This 
includes customer needs assessment, meeting quality standards for services, and evaluation of 
customer satisfaction. 

 The ability to listen to and understand information and ideas presented through spoken words 
and sentences 

 The ability to communicate information and ideas in speaking so others will understand 

 The ability to tell when something is wrong or is likely to go wrong. It does not involve solving 
the problem, only recognizing there is a problem. 

 Getting members of a group to work together to accomplish tasks 

 Providing guidance and direction to subordinates, including setting performance standards and 
monitoring performance. 

 Developing specific goals and plans to prioritize, organize, and accomplish your work 

 Job requires being honest and ethical. Job requires being reliable, responsible, and dependable, 
and fulfilling obligations 

 Job requires establishing and maintaining personally challenging achievement goals and 
exerting effort toward mastering tasks 

 Job requires being pleasant with others on the job and displaying a good-natured, cooperative 
attitude. 

 Job requires accepting criticism and dealing calmly and effectively with high stress situations. 
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 Job requires being open to change (positive or negative) and to considerable variety in the 
workplace. 

 Job requires persistence in the face of obstacles. 

Physical environment and working conditions: 

This job requires you to work in and out of the office with exposure to heat and cold temperatures 

Physical Demands 
Strength   Hearing    Kneeling 

Stamina   Visual Acuity    Crouching 

Physical Flexibility  Visual Color Perception  Squatting 

Reaction Time   Sitting     Crawling 

Whole Body Steadiness Standing    Twisting 

Manual Dexterity  Walking    Climbing 

Lifting 50# minimum 

Business machines and computer software used: 

Government Services Administration (GSA), a Personal Computer or Laptop, Windows XP, Microsoft 
Office Suite 2010 (Word, Excel, Power Point, Project, & Outlook), Famous Accounting Software, and a 
Two-Way Radio 

Other factors, such as access to confidential information or contact with the public: 

Must read and acknowledge NAPI’s Non-disclosure agreement. 

I have reviewed the above job description and have an understanding of my job duties.  I understand I 
will be evaluated on each of the duties described above. 

__________________________________Employee   ___________________Date 

__________________________________Supervisor  ___________________ Date  

 


