Job Description

Title:

Clerk, Will Call

Department:
Day Warehouse

Reports To:
Manager, Day Warehouse

Hours:

40 hours per week

Responsibilities: 
1. Generate all will call orders on the hour and prepare pick labels for will call selector. 
2. Make corrections to all orders and prepare for invoicing. 
3. Maintain cash drawer for customer payments.
4. Receive payment for invoices from internal and external customers. 
5. Coordinate customer pickups. 
6. Answer incoming phones to operations office. 
7. Assist receiving clerk as needed or assigned.
8. Input and update receiving logs. 
9. Assist day warehouse manager and day warehouse supervisor.
10. Keep pallet balance sheet and receiver’s piece count sheets current.
11. All other duties as assigned. 

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

Clerk, Will Call


