
 
JOB DESCRIPTION 

 
 

POSITION TITLE    Stockroom Manager - Chemistry 
 

REPORTS TO:    Chemistry Department Chair 

 

PRIMARY FUNCTION:  Provides support for the Chemistry teaching and 

research laboratories, supervises student stockroom 

workers, and maintains a stockroom primarily 

serving chemistry labs, including purchasing, 

inventory management, and chemical handling. 

 
 

AREAS OF RESPONSIBILITY: 

 

Teaching Laboratories 

1. Supervise the stockroom operation in support of the chemistry teaching laboratories, ensuring 

that adequate supplies of reagents and equipment for all of the teaching laboratories are 

available. 

2.  Verify that all laboratory instruments for which the Stockroom Manager has primary 

responsibility are in proper working condition and initiate repairs when required, working 

with appropriate department personnel, manufacturers, and vendors. 

3. Work with faculty to periodically update lists of chemicals and supplies used each week in 

each laboratory course to ensure that the stockroom is sufficiently well stocked to support the 

experiments carried out in those courses.  

Supervision 

4.  Supervise staff and student stockroom assistants in tasks such as the preparation of reagents, 

the transport of equipment and chemical to and from chemistry laboratory spaces, and the 

assisting of laboratory students at the stockroom window. 

5.  Supervise the preparation and maintenance of sufficient quantities of reactants and reagents 

for all chemistry teaching laboratories. 

6.  Supervise the set-up and return to storage of instruments required by the chemistry laboratory 

teaching program as directed by laboratory teaching schedules.  

7.  Supervise the maintenance of all chemistry teaching laboratories to ensure that they are in an 

orderly and safe condition, including bench and hood spaces.  

Stockroom 

8.  Organize and maintain the chemistry-related stockroom and storage facilities.  

9.  Maintain a proper stock of personal protective equipment, including gloves, goggles, and lab 

coats.  

10. Ensure that all chemical labeling and storage meets the requirement of the St. Olaf Chemical 

Hygiene Plan.  



11. Assist in the collection of chemistry laboratory wastes, and arrange for temporary storage of 

wastes. 

Purchasing/Inventory 

12. Contribute to the maintenance of a computerized inventory of all chemicals, apparatus, and 

equipment in chemistry-related storage and laboratory spaces.  

13. Perform an annual inventory. 

14. Prepare an annual bid list for chemicals, supplies, and equipment needed in the chemistry 

teaching laboratories, and negotiate with vendors to ensure maximum cost savings. 

15. Issue purchase orders for chemicals, supplies, and equipment requested by Chemistry 

Department faculty for chemicals, apparatus and equipment required for teaching and 

research laboratory operations. 

16. Maintain records of purchase orders, and communicate with suppliers in the event of any 

order discrepancies. 

17. Examine, inventory, and store all incoming orders, and process invoices when orders are 

complete, determining proper storage requirements, and communicate with the specific 

faculty members who placed the order. 

18. Procure and make available MSDS sheets for each procured chemical as required by law.  

Additional Tasks 

19. Transport incoming packages and mail relating to the stockroom when necessary.  

20. Perform other special job-related tasks for faculty in the Chemistry Department, such as 

assisting in the making of solutions for classroom demonstrations, as time permits. 

21. Serve on the Chemistry Department Safety Committee.  

 

 

SUPERVISORY RESPONSIBILITIES:  Training and supervision of a corps of 

approximately ten student stockroom workers 

during the academic year; supervision of one or 

more staff assistants, if applicable. 

 

CONTACTS: Chemistry Department faculty, Associate Dean for 

Natural Sciences & Math, Chemical Hygiene 

Officer, Biology Stockroom Technician, Physics 

Technician, faculty, administrators, students, 

manufacturers and vendors.  

 

EDUCATION:  Essential: B.A. or B.S. in chemistry or a related field; training 

in safe handling of chemicals. 

 Desirable: Training in inventory management, training in safe 

handling of biohazards.  

 

EXPERIENCE: Essential: Preparation of solutions; familiarity with 

spreadsheets and/or databases.  



 Desirable: Familiarity with MSDS and proper waste disposal 

methods; experience working with students; 2 or 

more years’ experience working in academic or 

industrial laboratory environments. 

 

KNOWLEDGE, SKILLS, ABILITIES: 

 

- Good verbal and written communication skills. 

- Good organizational skills. 

- Ability to interact effectively with faculty, staff, students, manufacturers, and 

vendors. 

- Ability to training student workers in basic stockroom-related practices. 

- Responsible, independent stewardship of resources and management of inventory. 

- Safe handling of hazardous materials. 

 

PHYSICAL DEMANDS: Handling of compressed gas cylinders and 

cryogenic liquid dewars; occasional use of an 

electric lift to reach heights in an equipment 

storeroom; transport of incoming orders and 

outgoing waste containers. 

 

WORKING ENVIRONMENT: Academic science stockroom/laboratory in a 

beautiful state-of-the-art award-winning science 

building opened fall of 2008. 

 

WORK SCHEDULE: FTE:  1.0 

 Term: regular staff 

 Shift: campus office hours 
  

APPROVAL: Chemistry Department Chair 

 

DATE: December 2012 

 


