Logistics Associate
Job Purpose and Reporting Structure:

Under the direction of the Operations Manager, the Warehouse Associate will be actively involved in all aspects of warehouse and delivery.  This includes receiving, returns, put away, picking, packing, manifesting and delivery of product. 
Essential Duties and Responsibilities include the following.  Other duties as assigned.

· Unload delivery trucks, Breakdown, and sort shipment
· Match products to packing slips and purchase orders
· Receive product into ERP system, resolve issues with internal and external personal

· Enter lot numbers and expiration dates

· Label products that are not clearly marked with a UPC code
· Stock shelves with newly received product 
· Perform shipment manifesting functions
· Accurately invoice customers for products being shipped using computerized shipping software
· Provide shipping quotes to our internal customer service team 
· Track packages through UPS, Speedee and Fed Ex 
· Ability to prepare paperwork, coordinate, and ship LTL, USPS, and international orders
· Accurately pulling products from shelves

· Carefully packaging product to be shipped to our customers

· Pull and pack store orders and carryout orders for customers as necessary
· Deliver products to customers as needed
· Perform light assembly / light production work and other projects

· Assist with weekly cycle counting

· Create load sheets and ensure proper paperwork for deliveries
· Have a clear understanding of all aspects of abas ERP system, Kuebix TMS and Digital Shipper TMS software

· Obtain 49 CFR Certification within 3 months of taking role

· Obtain Class B CDL with Hazardous Endorsement within 3 months of taking role

Qualification Requirements:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience: Requires a high school diploma with experience in a receiving environment.
Language Skills:  Ability to read, analyze and interpret purchase orders and bill of ladings.  Ability to write business correspondence via email and effectively communicate by phone with vendors regarding shipment errors and return of product.  Ability to respond to questions from managers, vendors, and other employees.  
Mathematical Skills:  Ability to add, subtract, multiply and divide all units of measure, using whole numbers, common fractions and decimals.  Must maintain a high level of accuracy.
Other skills and Abilities:  Ability to operate a computer, fork-lift certified, work with minimal supervision, follow directions, and work under pressure.  Must be detail oriented and be able to read and understand bill of lading.
Physical Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. While performing the duties of this job, the employee is regularly required to sit, stand, bend, and walk; use hands to finger, handle or touch objects; type/data entry for long periods of time; talk and hear.  Specific vision abilities required by this job include close and distant vision.  This employee will need to lift and/or move objects up to 50.

Tools/Equipment Used:  Forklift, Bluetooth scanners, IPod scanners, printers, box knife, push cart, hand jack, two wheel cart, tape gun, and computer, and fax machine
Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  
While performing the duties of this job, the employee is occasionally exposed to moderate cold/heat conditions.  The noise level in the work environment is usually loud.  
Protective clothing/equipment required:  Closed toe shoes, gloves when handling sharp or abrasive objects.
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