Job Description

Title:

Supervisor, Day Warehouse
Department: 
Warehouse
Reports To: 
Director of Operations

Hours: 
40+ hours per week

Responsibilities:

1. Performs a variety of duties relating to assisting the daylight senior supervisor in the direct supervision of the warehouse receiving function as follows: 

a. Supervises the unloading of common carriers as well as company trucks. 
b. Schedules appointments for the unloading of inbound freight.

c. Files purchase orders and inbound load checks. 
d. Retrieves purchase orders for scheduled inbound freight. 
e. Monitors receiving errors and discusses errors with appropriate personnel. 
f. Monitors the quality and condition of inbound freight. 
g. Coordinates all receiving operations with shipping operations. 
h. Coordinates the placement of tractor trailers at warehouse dock doors and outside storage buildings with daylight jockey. 
i. Oversees transships of product to outside storage buildings. 
2. Assists in supervising personnel assigned to the department as follows: 
a. Assists the warehouse manager in selecting new personnel as appropriate. 
b. Makes provisions for the proper training of new personnel assigned to the department. 
c. Organizes, schedules, and distributes work among department personnel. 
d. Keeps department personnel informed of pertinent policies and procedures affecting the branch and/or their jobs; creates an atmosphere in which upward communication from employees is encouraged. 
e. Administers personnel policies and procedures as established by company policy. 
3. Ensures the safety, security, and sanitation of the warehouse; conducts daily inspection of the warehouse. 
4. Assists in the planning and implementing of department objectives; maintains records on achievement levels. 
5. Monitors the quality and quantity of employees; work performance.

6. Assists in interpreting the provisions of the collective bargaining agreement. 
7. Prepares various reports and forms (i.e., credit slips, accident reports, hand written invoices, shift inspection reports, absence reports). 
8. Performs other related duties as assigned or directed. 

Required Skills: 

· Experience in warehouse management and in food distribution

· Excellent management and team-building skills
· Ability to work calmly under pressure

· Excellent written and verbal communication skills 
· Thorough knowledge of WMS functionality and reports 
· Cost control and accuracy driven
· Superior knowledge of efficient inbound scheduling, warehouse layouts, slotting equipment, productivity, engineered standards, inventory control, safety procedures and OSHA, HAZMAT, HACCP, and USDA compliance

· Warehouse experience and layout familiarity
· Ability to work in cooler temperature zones and to work night shifts

· Punctuality and reliability, multi-tasking, accuracy and detail-oriented

· Proficient in MS Office applications
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