Job Description

Job Title:
Warehouse employee
FLSA Status: Non-Exempt
Reports To: Operations Manager
Summary:  Responsible for selecting and packing materials by performing the following duties.
Duties and Responsibilities include the following. Other duties may be assigned.
1. Select the items to fulfill orders (Uncle Sam Picking Ticket) from the inventory in stock.
2. Packing items for delivery and correctly labeling orders.
3. Assisting the receiving clerk with receiving new material and place it in its proper location in the warehouse(s).
4. Marking the USP inventory number should it differ from what’s in stock.
5. Notifying the purchasing agent when an item is out of stock.
6. Assisting in conducting periodic inventory analysis.

7. Assisting the drivers in loading trucks.

8. Participate in completing end of day checklists

9. Keeps work area clear of debris, trash and other hazards.

10. Assist in cleaning the warehouse.

11. Performs other related duties as assigned.
Qualifications:
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/Experience:
High school diploma or equivalent or 1 to 2 years of previous related experience required.
Language Ability:
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write simple correspondence. Ability to effectively present information in one-on-one and small group situations, to customers, clients, and other employees of the organization.
Math Ability:
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent, and to draw and interpret bar graphs.
Reasoning Ability: 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.
Computer Skills:

Knowledge of word processing software, spreadsheet software, inventory software, internet software, order processing software, and database software.
Equipment:

Pallet jack

Forklift

Knowledge, Skills, and Abilities:

High attention to detail
Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to work in outdoor weather conditions. The employee is occasionally required to work in high, precarious places. 

The noise level in the work environment is usually moderate.
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. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use hands; reach with hands and arms; and talk or hear. The employee is frequently required to climb ladders or balance; and stoop, kneel, crouch, or crawl. The employee is occasionally required to sit. The employee must frequently lift and/or move up to 50 pounds. Vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception, ability to adjust focus, and ability to see color.
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