Company Name

Warehouse

Management Audit- Warehouse
Aisle Captains










Y/N

Replenish slots as needed to eliminate night shorts.

Remove shrink wrap before putting product in slot.

Remove damaged pallets from slots.

Replace damaged pallets before slotting.

Turn pallets in pick slots to bring product to front of slot.

Sweep out floor slots before putting in new pallet of product.

Put inbound product within two bays of that product’s pick slot.

Document From/To moves.

Remain in assigned aisles.

Day Supervisors

Walk the aisles.

Identify and note safety/sanitation/damage issues for follow-up.

Identify and eliminate bottlenecks.

Ensure smooth flow of product to aisles.

Ensure smooth put-away of product once in the aisles.

Monitor Aisle Captain responsibilities/productivity.

Monitor Receivers responsibilities/productivity.

Ensure that the warehouse is ready for the night crew.

Receivers

Assigned to doors.

Accurately count and document inbound product.

Reject all damaged product.

Probe and record temperatures of perishable product.

Identify door openings in advance.

Remain in assigned area.

Will Call

Orders placed by 8:30 am = 10:00 am pick-up.

Orders placed by 10:00 am = 11:30 am pick-up.

Orders placed by 12:00 noon = 1:30 pm pick-up.

Orders placed by 1:30 pm = 3:00 pm pick-up.

Orders placed by 3:00 pm = 4:30 pm pick-up.

Person picking product does not load the product.

Perishable product protected.

Product kept in secure area prior to pick-up.

Returns

Tracked by Reason.

Tracked by Sale Rep.

Tracked by Driver.

Tracked by Customer.

Quality inspected at receipt.

Date compliance identified at receipt.

Product separated by area – dry/frozen/perishable.

Out-of-date and damaged product separated.

Good product returned to stock quickly.

Pick labels removed before putting in pick slot.

Cube

Each item tracked.

Accurate cube per item.

Replenished/Mispicks

Tracked by Selector nightly.

Tracked by warehouse area – dry/frozen/perishable.

Reviewed by supervisor daily.

Followed up by supervisor daily.

Biggest offenders identified.

Corrective action taken – retraining/documentation.

Observation Reports in use.

Disclaimer:  The above Job Description information has been designed to indicate the general nature and level of work required of employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this position.
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