
Primary Responsibilities: 

 Hours are Monday-Friday 7 a.m. to 4 p.m. 

 Receives and inspects all incoming shipments and compares orders against packing slips, purchase    

orders, bill of lading or other record; resolves issues with shortages, damages, billing errors, & lost   

shipments working with accounting, manufacturers and carriers  

 Works with all carriers on rates, shipments, deliveries, performance 

 Pulls orders, packs and prepares outgoing shipments to assure delivery as required; prepares packing 

lists, bills of lading, labels and other shipping documentation as necessary 

 Insures priority shipments inbound and outbound are handled appropriately to insure on-time delivery 

(internally & externally)  

 Supervises loading and unloading of all delivery trucks; 

 Limits access to loading docks and warehouse by unauthorized individuals 

 Checks in stock orders; puts parts & accessories in the proper bin locations 

 Receipts in parts on the computer  

 Pull parts to fill orders internally and externally 

 Maintains shipping and receiving logs  

 Receives and processes returned parts 

 Responsible for housekeeping and organization in the warehouse 

 Orders and maintains packing and shipping supplies 

 Assist with year-end inventory  

 

Requirements: 

 Minimum 3 years’ experience in shipping and receiving 

 Ability to read parts books and technical manuals; and write orders 

 Must possess a valid driver's license and a clean 3 year driving record 

 Good written and verbal communication skills 

 Mechanical aptitude (preferred) 

 Ability to lift heavy items up to 50 lbs. 

 Ability to operate lift truck and pallet jack 

 Basic computer skills 

 

Benefits: 

 Company paid employee medical insurance & short-term disability ** 

 Additional supplemental insurance plans available ** 

 Paid vacation & holidays 

 Profit sharing 

 Sick Leave 

 Uniforms 

**Insurance is subject to change without notice 
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