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Position: Order Picker/Receiver 

Essential Skills: 
· Should be organized and systematic
· Ability to work with others 

· Verbal and written communication skills 

· Numeracy 

· RF Scanner experience 
· May require some use of a computer. Preferably previous experience and/or training with Windows, Microsoft Word, Excel and Outlook.
· Work under the supervision of Shipping/Receiving Administrator
Specific Skills: 
· Reads customer order, work order, shipping order, or requisition to determine items to be moved, 

gathered, distributed or shipped.

· Assist in shipping and receiving (as needed) unloading trucks, checking in merchandise using 

receiving documents, matches and reviews purchase orders to packing lists to ensure all required items are included; documents information relating to receipt, storage or distribution of materials for processing.

· Operate forklift and/or manual pallet jack for moving or storing material.

· Moves materials and items from receiving or storage areas to shipping or to other designated areas.

· Sorts and places materials or items on racks, shelves, or in bins according to predetermined sequence such as size, type or product item number.

· Fills requisitions, work orders, or requests for materials, tools, or other stock items and distributes 

items to shipping or to designated route driver storage area.

· Pick, Pack and crate order to ship to the customer or customer pickup. 

· Includes, shrink wrapping, boxing and labeling.

· Marks materials with identifying information using appropriate method; i.e. Labels
· Assist in cycle counts of physical inventory.

· Keeps warehouse and work area organized at all times.


Work Conditions and Physical Capabilities: Fast-paced environment, Work under pressure, Attention to detail

Skill Requirements:
Credentials: Driver’s License, Forklift Certification

Experience: 3 years to less than 5 years
Languages: Speak English, Read English, Write English

Business Equipment and Computer Applications: General office equipment, Electronic mail, Word processing software, Spreadsheet software, Database software, Inventory control software, Internet browser

Weight Handling: Must regularly lift and/or move up to thirty pounds, frequently lift and/or move up to fifty pounds, and occasionally lift and/or move more than eighty pounds.
Other Information: Should be available for flexible weekend schedule[image: image1.png]
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