Job Description 

Title: 

Coordinator, Warehouse Management Systems

Department:
Operations Administration - Warehouse Management

Reports To:
Director, Warehouse Operations

Hours:

40+ hours per week 

Responsibilities: 
1. Ensure reliable, timely, efficient and accurate movement of product from point of receipt to customer delivery, as well as accurately maintaining inventory control and productivity management. 
2. Maintain and manage all facets of the warehouse management system (WMS) to include, but not limited to: 
a. Equipment maintenance and repair 
b. Report generation, development, distribution, and maintenance 
c. APS contact for vendor, technical, and internal customer support issues 
d. System documentation (i.e. problem logs, user manual, training manual) 
e. Perform WMS training as needed

3. Maintain and manage all slotting to include conventional and slow-moving product areas.

a. Determine the most effective warehouse location daily, for all new items based on: velocity, weight, temperature requirement, cube velocity, and location hits per night.

b. Complete a monthly re-slotting analysis.

c. Monitor and verify all slot changes. 

d. Enter all slot assignments into the item master.

e. Ensure accuracy of slow-moving products maintenance reports.

f. Monitor and maintain slot scanning and data.

4. Maintain and manage all facets of the productivity/engineered standards system to include, but not limited to: 
a. Report generation, development, distribution, and maintenance 
b. APS contact for vendor and technical support issues 
c. System documentation (i.e. problem logs, user manual, training manual) 
d. Perform training as needed 
e. Maintain historical data such as graphs and associate tracking 
Required Skills: 
· College degree with focus on industrial engineering and/or engineered standards a plus 
· Attention to detail and accuracy 
· Product knowledge 
· Exceptional oral and written communication skills 
· Full understanding of inventory control, day shift and night shift warehouse methods and procedures 
· Ability to work flexible hours based on business requirements 
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