Job Description 

Title: 
Assistant, Night Data Processing

Department:
Night Warehouse 

Reports To: 
Manager, Night Warehouse 

Hours:   Flexible, depending on shift requirements 

Responsibilities: 
1. Tear labels and record number of pallets for each department. 
2. Key in selector and batch numbers and assign batches to selectors in proper fair sequence. 
3. Key in catch weights, shorts, and subs. 
4. Print labels on laser printer. 
5. Clean and maintain laser printer and office in general. 
6. Process invoices. 
7. Answer phones.

Required Skills
· Ability to accurately and quickly enter data into system
· Punctuality and reliability

· Good written and verbal communication skills
· Attention to accuracy and detail
· Ability to work calmly under pressure

· Ability to work well with others
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