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Housing Authority of the City of Tulsa

CAREER OPPORTUNITY

APPLICATIONS / RESUMES MUST BE POSTMARKED BY UNTIL FILLED
Warehouse Coordinator

DEPARTMENT:



Finance & Administration
REPORTS TO:



Purchasing Agent

POSITION SUMMARY:

Receive, store and issue maintenance, materials and operating supplies for THA and its related entities and functions. Responsible for security of warehouse, inventory, vehicles and equipment. Receive, ship, record, and bin all maintenance inventory items in the Central Warehouse by entering requisition and receiver into the computer. Receive, document, and temporarily store all non-stocked items delivered to the Central Warehouse. Expedite and record all requisitions of Central Warehouse inventory for THA sites and organizations.

Monitor Central Warehouse stock levels and communicate inventory needs to the Purchasing Agent. Ensure security of centralized inventories by restricting access of non-authorized persons and ensuring physical premises are secure. Ensure security of centralized inventories by protecting inventories from physical damage (freezing, water damage, heat exposure, rot, vermin, etc.). Inspect the overall condition of the central warehouse and its contents; carries out the duties to keep it clean and organized. Serve as backup for Purchasing Agent as needed during absence, etc. as needed. Other duties may be assigned.

MINIMUM REQUIREMENTS:

Requires a GED or High School Diploma and 2 years experience.   The position is an entry level position and requires the ability to read, write and comprehend words, sentences and numbers as well as utilizing computer and THA programs as needed.  A valid Oklahoma driver’s license is required.  

ORGANIZATION:

The Housing Authority of the City of Tulsa (THA) is a federally funded public agency responsible for administering public housing and Section 8 rental assistance programs for eligible low-income families living in the Tulsa city limits.  THA is governed by a five-member Board of Commissioners appointed by the Mayor.

MISSION STATEMENT:

The mission of the THA is to be a leading public housing agency that enhances the quality of life in Tulsa by providing desirable housing options; advocating resident involvement, leadership, and self-sufficiency; and promoting resident access to community services through the efforts of a professional, caring and responsive staff and board.

An Equal Opportunity / Affirmative Action Employer

We perform criminal background checks and drug testing.

Men, women, and THA residents are encouraged to apply.

TO APPLY:

Qualified candidates should submit a resume, cover letter and salary requirements to hr@tulsahousing.org or apply online at www.tulsahousing.org. 

Applications and resumes may also be mailed to: 





Tulsa Housing Authority 





Attn: Human Resources 





415 East Independence 





Tulsa, OK 74106 

Closing Date:  Until Filled






