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Job Description








Title:

Warehouse Associate
 

Reports to:
Warehouse Manager/Asset Manager/Director of Operations
Prepared:
June 23, 2023
General Responsibilities

Responsible for performing an array of duties such as receiving and processing incoming stock and materials, picking and filling orders from stock, packing and shipping orders, or managing, organizing, and retrieving stock and other.

Primary Duties and Responsibilities
· Safely loads, unloads, moves, and stacks product using a forklift or other material handling equipment.

· Properly utilizes a warehouse management system and maintains appropriate work documents.

· Safely picks, wraps, counts, weighs, inventories or tags products and materials.

· Correctly inspects material handling equipment and performs basic maintenance to ensure safe operations.

· Maintains the cleanliness and order of work areas.

· Regular and consistent attendance and punctuality are job requirements.

· The ability to get along with others and non-violence is a job requirement to consistently promote a positive team environment.

· Assist other employees in the performance of their assigned duties when necessary.

· Correctly picks, checks, prepares, and manifests orders for shipments.

· Properly prepares work orders, troubleshoots orders and resolves discrepancies as needed.

· Accurately allocates and researches inventory for orders.

· Correctly enters data for inbound and/or outbound freight.

· Properly empty/fills, sorts, organizes and sorts damages product according to company expectations.

· Participate in project work as assigned.

· Correctly counts product and performs counts to maintain an accurate inventory.

· Ensures compliance to inventory and quality processes and procedures.

· Properly trains and coaches warehouse employees.

Position Requirements
· High school diploma or general education degree (GED)
· Valid driver’s license
· Must be able to work overtime and weekend hours when required
· Strong customer service focus
· Must be able to work independently and as part of a team
· Be able to read, communicate – basic mathematics is a must

· Ability to follow specific direction and perform a variety of tasks

· Ability to coordinate and perform multiple tasks at a fast pace
Physical Demands

· Ability to regularly lift and/or move 50 lbs. and occasionally lift and/or move up to 100 lbs.
· Full Range of body motion – frequent sitting, standing, walking, bending, stooping, pushing/pulling etc.

· May be required to wear protective clothing when necessary
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