Job Description

Warehouse Associate


	Company Name
	

	Employee Name
	     

	Reports to: 
	Warehouse Supervisor

	Hire Date
	     

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

	Status
	


Job Summary:

Receive and inventory all raw material and production items. Prepare and ship product. Transport stock manually and with the use of power trucks. Allocate raw materials for jobs.

Duties and Responsibilities:


* Allocate paper to production, based on production needs.

* Organize stock within racking system.

* Input data daily on the PSI system – shipping information, paper allocations and receipt of raw materials, inventory transactions.

* Forward all receiving documents to Purchasing Department.

* Review Inventory Movement Report daily to ensure accuracy of paper allotment and usage and if any discrepancies are found forward information to accounting department.

* Weekly inventory counts as assigned update inventory system as required. Participate in monthly inventory of all stored materials and finished products.

* Prepare skids and cartons for shipment including taping, labeling and shrink-wrapping. Repack "split shipments" when necessary.

* Determine appropriate carrier for shipment and make arrangement for pickup. Pick and pack orders from finished goods "quick ship" products.

* Load and unload trucks.

* Communicate with transportation companies.

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

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

* All other duties as assigned by the Warehouse Supervisor.

Qualifications:


* High School diploma or equivalent/Associates Degree preferred

* Minimum of 3 years in warehousing/shipping/receiving, preferably including use of computerized shipping/receiving systems

* Experience with FedEx and UPS manifest systems and bill of lading preparation highly desirable

* Ability to lift 40 lbs

* Must be able to read a micrometer and tape measure

* Certification as a fork lift operator with current experience preferred

* Excellent math aptitude and 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



