
 
 

CAREER OPPORTUNITY 

 

SUMMARY 

Maintains an inventory of parts at Chatham Area Transit maintenance department for transit vehicles and 
associated facilities. Responsible for inventorying, stocking and issuing parts and supplies as needed. 
Work is performed with some latitude for independent judgment. Supervised by immediate supervisor and 
is reviewed periodically to assure conformity with departmental policies and procedures. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned: 
Check parts catalogs for proper part identification. Contacts vendors to obtain price bids; prepares parts 
requisitions. Receives shipments from vendors, checking vendor packing slips/invoices for accuracy and 
insuring quantities received area as stated; confers with suppliers regarding late deliveries; maintains 
appropriate records. 

 
Directly issues parts received to open work orders or places parts in proper location within the parts room. 
Enters receipt and distribution parts/supplies into computer to update automated inventory records. Issues 
replacement parts to mechanics; assists mechanics in choice of parts. Assembles and fills order as 
requested. Issues parts top open computer work orders as parts are distributed to mechanics. Conducts 
periodic physical inventory to assure proper availability of required stock; replenishes stock as shipments 
arrive. 

 
Compiles with all regulations regarding the handling of hazardous materials. Obtain and maintain all MSDS 
sheets from vendors. Follows departmental policies and regulatory guidelines. 

 

Cleans assigned work areas. Performs other related work. 

 
EDUCATION and/or EXPERIENCE 

Equivalent to graduation from high school. Experience equivalent to one year of responsible work 
experience in a maintenance, transportation or related environment as a parts clerk; or equivalent 
combination of education and experience. Computer experience a plus. ASE P2 certification is a plus. 

 

Requirements: 

 High School diploma or GED required. 

 One (1) year of equivalent experience in maintenance, transportation or related environment as a 
parts clerk. 

 Computer experience a plus. ASE P2 certification a plus. 

 Current and valid driver’s license. 

 Must be able to pass a physical examination, background check and drug test 

Work days/hours: Monday – Friday; 8:00 a.m. – 5:00 p.m. 
 

Pay Rate: $13.46/hr/$28,000 - $17.31/$36,000 

Interested candidates must e-mail resume to HR@catchacat.org and state the title of the position applying for 
in the subject line of the email. 

 

EOE M/F/D/V 
A drug-free workplace 

 

Posted: 02/25/2019 

Parts Clerk 
Full-time 
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