Job Description 

Title: 
Clerk, Driver Check-In

Department:
Operations Administration - Inventory Control 

Reports To: 
Supervisor, Inventory Control

Hours:  40 hours per week 

Responsibilities: 
1. Check in trucks as they return.

2. Inspect product as it comes off the truck.

3. Compare product returned with driver paperwork and code accordingly.

4. Accurately restock returns.

5. Keep the cooler dock free of pallets and debris.

6. Other duties as assigned.

7. Ensure that the Driver Check-In Procedure (see below) is followed.
Driver Check-In Procedure: 
1. Driver backs truck to door. 
2. Driver comes into warehouse and presents his credit and returns paperwork. 

3. Truck is not unloaded until driver is on dock and opens door to back of trailer. 
4. Driver removes product from truck and reviews returns with the Driver Check-In Clerk.
5. Driver Check-In Clerk inspects product to ensure that quality has not been jeopardized.
6. Driver Check-In compares product returned codes to ensure accuracy.

7. Driver Check-In associate then records any shorts or extras onto the Short/Extra Report*.
8. Original goes to inventory control manager and a copy goes to the night warehouse manager. 
9. Questionable product is separated so as not to go into restock. 
10. Accurately restock all undamaged returns. 

Required Skills:

· Safe forklift and pallet jack operation

· Ability to read and comprehend

· Attention to accuracy and detail

· Ability to accurately replace product in its original pick slot

· Ability to lift 100 pounds with proper lifting techniques

· Warehouse experience and layout familiarity

· Ability to work calmly under pressure

· Punctuality and reliability

· Ability to work in cooler temperature zones. 
*Driver Check-In Short/Extra Report.  

Purpose: The purpose of this report is to identify loading errors and correctly record shorts and loading errors. 
Definitions of Columns: 
· Item # - found on the invoice pick label 
· Description - found voice or pick label (if none available look up in system) 
· Short - if product is missing at point of delivery
· Qty - # of cases/units short 
· Cust # - found on invoice 
· Inv. # - found on invoice 
· Truck - # of truck missing product 
· Driver – driver’s name 
· Extra - product found on truck at end of day 
· Qty - # of cases/units extra
· Cust # - found on invoice
· Truck - # of truck with extra product
· Driver – driver’s name
Steps: 
1. Accurately fill out report with all known data.

2. Original goes to inventory control manager. 
3. Copy goes to night warehouse manager to review and file. 
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