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DATE: November 6, 2019 

JOB VACANCY MEMORANDUM NO. 19-45 

TITLE: Inventory Specialist I, Communications Support Parts Clerk 

ELEMENT OF ASSIGNMENT: Communications Support Unit 

PAY RANGE: 13 

STARTING MONTHLY SALARY: $2,491 

VACANCY STATUS: Anticipated 

EXPIRATION DATE: November 20, 2019 

REQUIREMENTS:  
 
To store, inventory, and requisition parts, supplies, tools and equipment. 
 
Essential Job Functions:  (Functions essential to attaining job objectives.) 
 
1. Maintain and monitor a very large inventory; involves tasks such as ordering, receiving and stocking electronic 
 supplies, and maintaining an inventory management database. Perform periodic inventory counts. Check 
 reorder levels and replace low stock. 
 
2. Solicit bids from vendors and make recommendations concerning vendor prices and services. Prepare 
 Purchase Requests including the necessary quotes or contract information for processing by Financial 
 Services.   
 
3. Track the progress of purchases and ensure timely delivery. Follow up with vendors if there are delays.  Verify 
 receipt and properly close out completed purchases so that invoices may be paid. 
 
4. Ensure received inventory is entered in inventory control system, verify count at location, and place stock in 
 inventory. 
 
5. Coordinate with vendors to obtain return authorizations. Prepare, label, and ship items for repair. Track 
 shipment to ensure vendor receipt. 
 
 

The Kansas City Missouri Police Department employment practices are designed to hire, promote, 
and assign members without discrimination on the basis of race, color, religion, sex/gender, age, 
national origin, genetics, or disability. 



	  

6. When vendor determines repair costs, obtain supervisor approval to perform the repair. Prepare a Purchase 
 Request for the repair. Once the repair is complete, ensure that the item is returned in good condition. 
 Forward to shop for verification and return to spares. 
 
7. Maintain reliable and predictable attendance. May be required to work flexible hours (shift work), overtime, 
 and/or weekends.   
  
8. Perform related duties as required. 
 
9. This class specification should not be interpreted as all inclusive. It is intended to  identify the essential 
 functions and requirements of this job. Incumbents may be  requested to perform job-related 
 responsibilities and tasks other than those stated in this specification. Any essential function or 
 requirement of this class will be evaluated as necessary should an incumbent/applicant be unable to 
 perform the function or requirement due to a disability as defined by the Americans with Disabilities Act 
 (ADA) as amended by the Amendments Act of 2008 (ADAAA); and the Missouri Human Rights Act 
 (MHRA). 
 
Job Standards:  (Minimum qualifications needed to perform essential functions.) 
 
To successfully perform the essential functions of this position, the incumbent must possess a high school diploma or 
equivalent. Inventory control and computer record keeping experience is preferred. 
 
Must have a current valid driver's license.   
 
Physical Requirements: Position requires very heavy lifting (over 50 pounds) occasionally, heavy lifting (20 to 50 
pounds) and light lifting (5 to 20 pounds) regularly. Incumbent will perform stationary work on a computer terminal or 
keyboard, use the telephone frequently, and may drive a vehicle. Low levels of exposure to hazardous materials and 
working conditions exist. Most work is performed indoors with occasional jobs outdoors. Must have the ability to work 
indoors or outdoors in extreme temperature or weather conditions. Will work prolonged periods of required standing, 
bending, reaching, kneeling or using a stepladder. Candidate must have the ability to distinguish color-coded 
electronic wiring for connectivity and have the ability to read the fine print on connections and terminals. Must have 
the ability to hear clearly enough to discern voice transmissions and distinguish signal quality of radio transmissions 
in a noisy environment.  
 
Job Location:  (Place where work is performed.) 
 
Position operates at the customer service counter in the radio maintenance facility approximately 75% of the time and 
in the parts area approximately 25%. 
 
Equipment:  (Machines, devices, tools, etc., used in job performance.) 
 
  · Personal computer  
  · Telephone 
  · Motor vehicle 
  · Calculator 
  · Printer/Scanner/Fax   
 
 
All members interested in being interviewed for the above position must submit a Request for Transfer, Form 4 P.D., 
through their chain of command to be forwarded to the Human Resources Division (HRD). In addition, a completed 
Selection Process Candidate Review Form, Form 417 P.D. (with chain of command endorsements) must be 
submitted directly to Technical Systems Manager, Jeff Brame. 

Outside applicants interested in being considered for the position must submit a cover letter outlining how they are 
qualified for this position and a resume to Mindy.Davis@kcpd.org, to be received no later than NOVEMBER 20, 



	  

2019. 

All permanent full-time members of the Kansas City Police Department must reside within the Kansas City, 
Missouri city limits unless an exception has been granted by the Chief of Police. 
 
Members who meet all of the qualifications will be contacted individually to schedule an interview. Selected 
applicants must submit to a keystroke (80%), CVSA, post-offer physical examination and drug screen.  
 
 
 

       Captain Gregory Williams 
 
       Captain Gregory Williams 
       Commander 
                                                                               Employment Unit 
 


