Job Description

Driver/Shipping and Receiving Assistant


	Company Name
	

	Employee Name
	     

	Reports to: 
	Logistics and Materials Manager

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	Non-Exempt


Summary:

Operates vehicles such as vans, pickup trucks, or straight trucks to transport materials, merchandise and equipment to assigned destination, usually within 100 miles. May load and unload vehicles as required. Cleans, services and maintains vehicle, performs minor maintenance or makes minor adjustments as necessary. Valid CDL license is required. Ability to read, write and follow directions. Operates under specific detailed instructions; refers changes in schedule or problems to shipping supervisors or manager. Ability to verbally communicate details and directions and adhere to all safety regulations.

Qualifications:


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. Essential duties and responsibilities include the following: (Others may be assigned).

* Makes deliveries and pick-ups to and from customers and vendors in various locations through the metro area and other locations, when necessary;

* Know, understand and observe the relevant rules and regulations of the Department of Transportation;

* Accurately plans delivery routes in the most cost and time efficient manner;

* Assist in the counting and packaging of orders being shipped;

* Verify accuracy of delivery receipts for job number, counts, description of items being shipped, carrier, weight, and destination;

* Verify shipments are placed on proper carriers for shipment;

* Verity skids are properly tagged with job number, description of product, number of skids being shipped;

* Assist in the preparation of delivery receipts, when necessary;

* Perform routine checks on power life equipment; leaks, battery water levels, and visibly worn out or loose parts. Reports such malfunctions to the shipping supervisors;

* Knowledge of proper receiving procedures and perform this task, when needed;

* Assist in locating items on the delivery list and determine the status of product to be shipped;

* Monitor overs in the shipping department, record item on disposition form and turn in to shipping supervisors or manager;

* Locate and prepare items on the next day’s list for shipping when possible.

Education and/or Experience:


High school diploma or equivalent required. Must possess a valid CDL with no moving violations for previous three years. Demonstrated ability to work with little or no supervision. Ability to follow written and/or verbal instructions and use measuring devices. Ability to work under pressure of deadlines and delivery dates. Must possess a flexibility in changing assignments.

Language Skills:


Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to effectively present information in one-on-one and small group situations to employees, managers, and supervisors.

Mathematical Skills:


Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s. Ability to perform these operations using weight measurement, volume, and other quantities. Ability to use measuring devices.

Reasoning Ability:


Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations

Physical Demands:


The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is regularly required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee is occasionally required to sit and stoop, kneel, crouch, or crawl. The employee must regularly lift and/or move more than 100 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment:


While performing the duties of this job, the employee is regularly exposed to moving mechanical parts. The noise level in the work environment is usually loud.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



