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POSITION:  Warehouse Worker 

BASIC FUNCTIONS:   

PRIMARY:  To preform those duties associated with all shipping and receiving functions, including but 

not limited to small parcel, LTL, will-call, unloading containers and customer service. 

SECONDARY: To support the Sales and Customer Service teams and to ensure all product is stocked 

and placed as needed. 

REPORTING:   

The Warehouse Worker reports directly to the Warehouse Manager. 

There are no positions reporting to the Warehouse Worker. 

AUTHORITIES:  The following are granted to the Warehouse Worker: 

1. To perform the duties and responsibilities established in this job description as directed by the 

Warehouse Supervisor. 

PRINCIPAL DUTIES: The Warehouse Worker performs the following: 

1. Reviews, sorts, and invoices sales orders as they come from Sales. 

2. Pulls, packs, and invoices all orders to be will-called and, when necessary, shipped. 

3. Prepares will-call orders for customer pickup. 

4. Prepares all parcel post, UPS and truck shipments to be sent out when necessary. 

5. Operates a forklift for all warehouse needs. 

6. Prepares product for subassembly and performs subassembly prior to shipping. 

7. Works within established shipping and receiving guidelines with all carriers. 

8. Ensures that special instructions on sales orders are followed. 

9. Assumes responsibility for proper routing, loading and preparing orders for shipment and delivery in 

accordance with customer instructions. 

10. Works with Sales and Customer Service staff to assist in any routine tasks that may be necessary. 

11. Maintains stock counts for inventory accuracy. 

12. Keeps track of overstock.  Correctly palletizes and stores all back stock. 

13. Works with Sales and/or Purchasing to correct erroneous sales orders. 

14. Ensures the safe operation of all warehouse equipment. 

15. Attends company meetings as requested. 

16. Ensures maintenance of all special order materials. 

17. Unloads containers as needed. 

18. Other duties as assigned by the Warehouse Manager. 

RESPONSIBILITES:  The Warehouse Worker is responsible for the following: 

1. Adhering to the codes of the company’s Employee Manual. 
2. Ensuring that OSHA standards are observed. 
3. Maintaining a constructive environment at work.  This includes self-evaluating work performance, on a 

fair basis. 
4. Adhering to the departmental operation guidelines. 
5. Providing enthusiastic teamwork that results in positive attitudes and morale. 
6. Working well with co-workers and supervisors, avoiding conflicts and confrontations that result in a 

tense and unproductive working environment. 
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7. Participating in training meetings when needed.  This includes learning product knowledge and 
procedural proficiencies. 

8. Using and submits all forms and reports in a complete, accurate and timely manner. 
9. Ensuring work areas are clean and presentable to customers and other visitors. 
10. Maintaining a reasonable work environment and obeys safe working practices. 
11. Treating customers with courtesy at all times. 
12. Maintaining confidentiality on all corporate subjects so classified. 

EDUCATION / QUALIFICATIONS:  The Warehouse Worker should possess the following: 

1. High School diploma required. 

2. 3+ years related experience. 

3. Knowledge of shipping and receiving processes. 

4. Work well independently as well as within a team. 

5. Excellent written and verbal communication skills and a demonstrated ability to interact effectively with 

management, customers and team members. 

6. Experience with MAS, Starship and Microsoft Outlook and Word preferred. 

PHYSICAL REQUIREMENTS: 

1. Must be able to lift 75 pounds regularly. 

2. Frequent standing, walking, carrying, use of hands, and sitting. 

3. Regularly required to talk and/or hear. 

4. Occasional bending, kneeling, crawling, reaching, pushing and pulling required. 


