
Job Description

Title:

Warehouse Clerk (Night Shift)

Department: 
Warehouse 
Reports To:
Warehouse Night Manager
Hours:  40 hours per week

Responsibilities:

1. Performs various clerical duties relating to the warehouse functions.
2. Checks returns and assembles in order for proper return to picking slot. 
3. Fills out necessary paperwork for route loading completion; alerts jockey to change trucks and prepares route information for drivers. 
4. Checks credit slips and looks up picking errors. 
5. Pulls purchase orders for trucks to be received in early morning hours. 
6. Assembles slot recaps for case counts. 
7. Checks warehouse inventory for product that cannot be found. 
8. Updates master storage report after shipping. 
9. Walks from main building to computer area and carries warehouse related documents (25 lbs. maximum). 
10. Performs other related duties as assigned or directed. 

Required Skills: 
· Capable of operating pallet jacks safely and properly

· Attention to accuracy and detail

· Punctuality, reliability, and demonstrates grace under pressure
· Ability to read, write and comprehend written instructions and numbering.

· Ability to compute routine arithmetic calculations
· Must not be functionally hearing impaired
· Ability to perform repetitive, manual material handling without restriction requiring (but not limited to) the following physical abilities: kneeling, crouching, reaching, standing, walking, pushing, pulling, and grasping.  Must demonstrate the strength and aerobic capacity required for the above-mentioned work
· Capable of working in controlled temperature environment
· Must have 20/20 correctable vision as well as the ability to distinguish the colors of company signage and labeling system
· Capable of lifting up to 20 lbs. occasionally, and up to 10 lbs. frequently, and a negligible amount constantly, at a minimum of 8 hours per work shift at 100% of Company standard
· Excellent communication skills, verbal and written
· Ability to work well with others
· Product knowledge of all areas

· Well groomed, neat appearance 
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