Job Description

Warehouse Supervisor


	Company Name
	

	Employee Name
	     

	Reports to: 
	Director of Operations

	Hire Date
	     

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

	Status
	


Job Summary:

Supervise and train all Shipping, Receiving and Warehouse Associates. Allocate all Associates on a daily basis to perform their duties efficiently. Schedule all Associates hours so that all tasks are completed.

Duties and Responsibilities:


* Negotiate freight rates with carrier representatives.

* Keep a log of al outgoing shipments.

* Call carriers for pricing and pick-ups of larger shipments.

* Do all quotes for freight charges that are both e-mailed and given to the Shipping Department.

* Follow all Standard Operations Procedures (SOP’s) pertaining to area of responsibility.

* Perform all duties required by warehouse, Shipping and Receiving Associates.

* Coordinate with Manufacturing Management to ensure that all completed jobs are shipped out on time.

* Assign carriers to all completed orders to include delivery information and all information needed by consignee on bills of lading.

* Work as part of a team and participate in XXXXXXX’s Total Quality Management efforts.

* All other duties as assigned by the Director of Operations.

Qualifications:


* High School Diploma / Associates Degree preferred

* Minimum of 3 years experience in warehouse supervising, including use of computerized FedEx and UPS manifest systems

* Experience with bill of lading preparation

* Ability to lift up to 40 lbs.

* Certification as a forklift operator and current experience with a stand up reach truck

* Excellent math aptitude

* Computer literate

	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



