Job Description 

Title:

Clerk, Receiving

Department:
Day Warehouse

Reports To:
Manager, Day Warehouse

Hours:

40 hours per week

Responsibilities: 
1. Schedule incoming freight from outside carriers and backhaul program. 
2. Direct all inbound deliveries to a door for unloading and issue the proper purchase order to the receiver. 
3. Keep the receiving log current by inputting the proper day and time of all future deliveries and print purchase orders as needed. 
4. Record and maintain inbound vendor service levels to include: in/out times, scheduled arrival time; pieces order; actual pieces received; and receiver assignments by purchase order.
5. Work closely with management and team leaders to ensure and assist in smooth flow of freight into building.

6. Identify problems and take appropriate action through inventory control and purchasing or through the manager on duty.

7. Keep manager informed of any and all problems with receiving, such as late trucks or errors found.

8. All other duties as assigned. 
Required Skills:

· Attention to accuracy and detail

· Ability to work calmly under pressure

· Punctuality and reliability

· Ability to read, write and comprehend written instructions and numbering.

· Basic arithmetic skills
· Must be 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
· Must be 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 verbal and written communication skills
· Product knowledge of all areas a plus
· Ability to work well with others
· Well groomed, neat appearance 

