
Job Description

Title:

Clerk, Traffic
Department:
Operations Administration - Traffic

 
Reports To: 
Traffic Manager

Hours: 
40+ hours per week 

Responsibilities: 
1. Receive purchase orders from purchasing and process for placement with carrier(s). 
2. Check with Receiving every day to verify actual receipts against scheduled receipts.
3. Call carriers daily to confirm that delivery appointments will occur as scheduled. 
4. Process and file freight claims with carriers. 
5. Prepare bills of lading for vendor returns.
6. Run reports needed by accounting and ensure accounting receives them. 
7. Keep carrier qualification files and vendor backhaul allowance files current. 
8. Update vendor addresses and freight allowances as received from traffic manager. 
9. Match carrier freight bills to completed load sheets and files if correct; give exceptions to traffic manager. 
10. Follow up with A/P to expedite payment of bills. 
11. Enter data of receipts daily to keep records current.
12. Liaison with transportation regarding backhauls. 
13. Assist traffic manager as needed.

Required Skills:
· Attention to accuracy and detail

· Ability to work calmly under pressure

· Punctuality and reliability
· Strong knowledge of product areas and packaging
· Must be able to read, write and comprehend written instructions and numbering

· Must be able to compute routine arithmetic calculations
· Must be capable of verbally communicating instructions in a quick, and accurate manner
· Must have ability to work well with others 

· Must maintain open communication with supervisors

