Job Description

Shipping/Receiving Clerk


	Company Name
	

	Employee Name
	     

	Reports to: 
	Shift Supervisor

	Hire Date
	     

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

	Status
	


Job Summary:

Responsible for all duties associated with the physical receiving and shipping of materials.

Duties and Responsibilities:


Know and observe all safety rules.Physical loading and unloading of trucksStorage, labeling, and distribution of all incoming materials.Preparing products for shipment /Stretch wrapping.Packaging of smaller items for UPS and/or Federal Express.Responsibility for outgoing shipmentsPreparation of bills of lading.Routing of deliveries.Scheduling common carriers for pickup.Housekeeping in Shipping and Receiving area, and other areas as directed by supervisor.Daily forklift inspection.Verifying counts and descriptions of incoming shipments match packing slips.

Qualifications:


To perform this job successfully, an individual must be able to perform each 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.

Able to -

1. Identify materials used in process.

2. Communicate verbally and written.

3. Accurately record information.

4. Add, subtract, multiply and divide on 6th grade level.

5. Be trained to operate forklift and clamp truck.

6. Demonstrate good housekeeping skillsAccurately receive and return goods to proper place in warehouse.Manage Shipping and Receiving Buffers

7. Perform physical requirements of the job. 

Lifting up to 75 pounds occasionally, and/or up to 20 pounds frequently, and/or up to 10 pounds constantly to move objects. The following activities are also required: reach (extending hands and arms in any direction), standing for long periods of time, walking (moving about to accomplish tasks), lifting (raising objects from a lower to a higher position or moving objects horizontally from position to position), grasping (applying pressure to an object with fingers and palm), and repetitive motion (substantial moving of arms, wrists, hands, and/or fingers) is required.

Minimum Qualifications:


Ability to communicate, read and perform required record keeping functions of position. Perform physical requirements of position.
	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



