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JOB DESCRIPTION

	TITLE
	SHIPPING CLERK
	DEPARTMENT
	SHIPPING



	FLSA CLASSIFICATION
	Non-Exempt/Hourly
	PAY RANGE GRADE
	2 - 4

	REPORTS TO
	Stock Room Supervisor
	SUPERVISORY DUTIES
	None

	APPROVAL
	Stock Room Supervisor
	DATE PREPARED
	2024


POSITION PURPOSE:  

· Packs product for delivery in accordance with best practices and/or customer delivery requirements to ensure product arrives at destination on time and free from damage.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Manages the shipment of all products, materials, and supplies.
· Ensures shipments are packaged, labeled, and the delivery method is correct in accordance with the customers’ requirements.
· Verify and maintain records on outgoing shipments involving inventory.

· Reports to Stock Room Supervisor and works with other departments, employees, and shipping companies as needed to expedite problems, concerns, and issues relating to the delivery of customers’ products.
· Checks work periodically and upon completion to ensure accuracy.
· Participates in attaining department and company goals and objectives by performing job requirements at the highest level of accuracy.

· Uses computer programs to access shipping requirements and to produce invoices or other required paperwork.  

· Works in a productive and efficient manner so product delivery schedules are met.

· Performs job duties in compliance with the Company’s Quality System (ISO 9001:2015).

· Participates in internal and external Quality System audits as needed.

· Makes process improvement recommendations as appropriate.

· Communicates equipment maintenance needs.
· Engages with vendors and drivers with a positive attitude.
· Maintains an organized and neat work area.

EDUCATION AND EXPERIENCE:

· Minimum: 1-2 years experience shipping, packaging, or assembly experience in electronic contract manufacturing, electronic high-tech or related industries.

· Preferred: Two (2) to three (3) years of experience shipping, packaging, and 
· Diploma or GED from an accredited high school or technical school.
JOB KNOWLEDGE, SKILLS AND ABILITIES:

· Demonstrated effective attention to detail and follow through techniques.

· Strong, communication, organization, and time management skills. 

· Self-driven, motivated and results oriented.

· Ability to count product.
· Proficient user of windows based (Microsoft) computer programs.

· Ability to read, analyze and interpret written instructions.

· Able to read, write and speak the English language as it relates to the job requirements.
· Ability to understand assembly/manufacturing flow.
· ERP System usage preferred.
TRAINING RECOMMENDATIONS:

· Component Identification 

· ESD 

· Hazard Communication Training

· ISO 9001:2015 Overview

· ERP System

· Lean Manufacturing Introduction

· Lockout/Tagout Procedures

· PPE 

· Sexual Harassment Prevention Training

· Other training as required

PHYSICAL REQUIREMENTS:

· Moderate physical effort is required.

· Continuous mental and visual attention required.

· Regularly required to sit, stand, reach, bend, and walk about the building.

· Regularly required to retrieve completed products from various points throughout the building and deliver to the Shipping Department by hand carrying, pushing or pulling carts or other necessary means. 

· Regularly required to pack, lift and move product and boxes weighing up to 50 pounds; on a rare occasion some boxes may exceed this weight, in which case an additional employee is required to assist with lifting.

· Light computer typing is required.

PERSONAL PROTECTIVE EQUIPMENT:

· Gloves as required.
WORK ENVIRONMENT:

· Works in a climate-controlled manufacturing floor with little to no noise factors.

OTHER:

· Will be required to perform other duties as requested, directed or assigned.
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