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Job Description – Warehouse Associate
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	Department:
	Operations

	Job Title:
	Warehouse Associate

	Reporting to:
	Production Manager

	FLSA Status:
	Non-Exempt

	Date Prepared:
	January 2019


Ameritape creates stronger bonds.  We are an amazing company of over a dozen people who work together to customize adhesive products for industrial needs.  What?!  We’ll explain it to you and show you.  But we are looking for the right person who can receive materials in and ship out all the finished products and keep track of the inventory in between.  We call this person the Warehouse Associate, but the Warehouse Champion may be more befitting.  We are looking for a candidate that embodies characteristics such as quality control, timeliness, and an eagerness to step in as needed.  The Champion will play a key role in making sure operations run smoothly, the company functions efficiently, and that stronger bonds are constantly being created!
	Job Summary:


The Warehouse Associate is responsible for the daily preparation and shipment of customer orders.  This position also assists in the receiving, unloading, stocking and inspection of shipments. The Warehouse Associate may be required to operate equipment as needed to complete assigned tasks. 
	Essential Duties and Responsibilities:


· Prepares daily product shipments by reviewing orders and ensuring proper packing and labeling. 

· Consolidates and loads small package and freight shipments.

· Assists with the unloading and stocking of incoming shipments.
· Notifies supervisor of any damage, lost or inaccurate shipments.

· Maintains warehouse organization using lean concepts.

· Gathers materials for machine operators to increase production.

· Operates forklift, pallet jack, rewind table and other warehouse equipment.

· Provides general assistance in all areas of warehouse operations to aid in production efficiency.

	The above cited duties and responsibilities describe the general nature and level of work performed by people assigned to the job.  They are not intended to be an exhaustive list of all the duties and responsibilities that an incumbent may be expected or asked to perform.

	Education and Experience Requirements:


· High School Diploma or equivalent.
· Six (6) months of experience working in a warehouse or mailroom.
· Forklift certification preferred.
	Knowledge/Skills/Abilities:


Understand & Complete Tasks – Under direct supervision, able to follow instructions and complete tasks as assigned.
Team Orientation & Interpersonal – highly motivated team-player; able to develop and maintain collaborative relationships with all levels within and external to the organization.
Communication – able to effectively express self verbally in a diplomatic, empathetic and tactful manner.
	Skill Requirements:  (X = Required for job)

	X
	Typing/computer keyboard
	X
	Verbal communication

	
	Utilize computer software (specified above)
	X
	Written communication

	X
	Retrieve and compile information
	
	Public speaking/group presentations

	X
	Maintain records/logs
	
	Research, analyze and interpret information

	X
	Verify data and information
	
	Investigate, evaluate, recommend action

	X
	Organize and prioritize information/tasks
	
	Leadership and supervisory, managing people

	
	Operate office equipment
	X
	Basic mathematical concepts (e.g. add, subtract)

	
	Advanced mathematical concepts (fractions, decimals, ratios, percentages, graphs)
	
	Abstract mathematical concepts (interpolation, inference, frequency, reliability, formulas, equations, statistics)

	Physical Requirements:  (X = Required for job)

	X
	Sitting for extended periods
	X
	Lifting/carrying up to 20 pounds various items

	X
	Standing for extended periods
	X
	Lifting/carrying more than 20 pounds various items

	
	Extended periods viewing computer screen
	X
	Repetitive Motions

	X
	Walking
	X
	Pushing/Pulling

	X
	Reading
	X
	Bending/Stooping

	X
	Speaking
	X
	Reaching/Grasping

	X
	Hearing
	X
	Writing

	
	Other (List):
	
	Other (List):

	Hazards:  (X = Required for job)

	
	Normal office environment
	X
	Electrical current

	X
	Toxic or caustic chemicals
	X
	Housekeeping and/or cleaning agents

	
	Flammable, explosive gases
	X
	Proximity to moving mechanical parts

	

	Employee Acknowledgement:

I have reviewed and understand the requirements stated in this Job Description. 

	
	

	Employee’s Signature
	Date


Contact:

Renee Soares

renee@ameritape.com 

11236-100 ST Johns Ind Parkway South

Jacksonville, FL  32246

(904) 565-9999

Fax: (904) 641-7006

www.ameritape.com
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