Job Description 

Title:

Runner – Team Leader


Department:
Warehouse

 
Reports To:
Manager, Day Warehouse 

Hours: 
40 hours per week 

Responsibilities: 
1. Utilizes tools within bar code inventory control system.
a. Logs in and checks out hand held unit. 
b. Scans pallet number received from receiver. 
c. Scans aisle location and rack where pallet is to be dropped. 
2. Performs as a team leader on day shift:
a. Ensures that all company rules and regulations are followed by team, including all safety policies.
b. Ensures that all damages in work area are properly recorded and all areas are free of damage by end of shift.
c. Assists receivers with problems with drivers, pack descriptions, or quality issues. 
d. Ensures all equipment defects are communicated to proper personnel for logging and maintenance.
e. Strive to improve each department’s efficiency and accuracy.
f. Assists in training of new associates.
g. Coordinates clean-up efforts during and after shift. 
h. Maintains time management of team members. 
i. Ensures prompt and constant movement of product from dock.
j. Ensures damaged pallets are properly discarded.
k. Reports team member job performance issues to supervision. 
l. Ensures good communication skills are followed by team.
m. Assists manager in supervision of all day warehouse associates. 
3. Transports received products to proper aisle/pick slot.

a. Assures received pallets are in good condition.
b. Assures pallet labels are placed properly on products. 
c. Assures products are correctly identified and not damaged.
4. Maintains good communication with receiver and supervision.

5. Safely operates all equipment related to receiving and slotting.

6. Completes equipment check list at the beginning and ending of each shift for assigned equipment. 
7. Maintains clean running areas (i.e. pick up debris).
8. Complies with error free work methods.
Required Skills : 
· Capable of operating pallet jacks safely and properly

· Attention to accuracy and detail

· Ability to work calmly under pressure

· Punctuality and reliability

· Must be able to read, write and comprehend written instructions and numbering.

· Must be able to compute routine arithmetic calculations
· Must not be functionally hearing impaired
· Must be able 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
· 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
· 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
· Product knowledge of all areas

· Well groomed, neat appearance 
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