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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Warehouse Manager
	Job Title:
	Warehouse Manager
	FLSA Status: 
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Plans, directs and administers all aspects of the warehouse for a commercial or industrial establishment, including requisitioning, receiving, storing, stocking, and distributing a wide variety of materials and supplies; ensuring the enforcement of all warehouse procedures and practices; and periodically reporting on activities. Contacts are mainly with a division manager, other managers and warehouse employees. Work is reviewed through conferences and written reports.

Essential Duties and Responsibilities

· Establishes operational procedures for activities, such as verification of incoming and outgoing shipments, handling and disposition of materials, and keeping warehouse inventory current. 
· Recommends changes to existing safety policies and procedures for all activities; maintains current knowledge of and implements existing applicable federal and state safety and health requirements. 
· Participates in and conducts training. 
· Inspects physical condition of the warehouse and equipment and prepares work orders for repairs and requisitions for replacement of equipment; reports on and corrects problems. 
· Confers with department heads to ensure the coordination of warehouse activities with such activities as production, sales, records control and purchasing; deals with vendors, as required. 
· Screens, hires and helps train warehouse personnel and issues work assignments; plans for future hiring or downsizing, as necessary. 
· Directs salvage of damaged or used material. 
· Compiles, analyzes and reports on various aspects of obtaining, maintaining and distributing inventories. 
· Establishes stocking, storage and disposition procedures for all warehouse materials.
· Recommends and implements a budget for the warehouse. 
· Prepares or reviews requests for orders, bid tabulations, stocking reports, annual contract agreements, pre-quotation bid summaries for the department, and purchase orders. 
· Develops procedures for the operation and maintenance of a computerized inventory control system; conducts review of inventory data. 
· Supervises the maintenance of inventories of commonly used items to maximize warehouse storage and prevent stocking of seldom used merchandise. 
· Follows company policies and procedures. 
· Maintains confidentiality of the information processed. 
· Cooperates with auditors, as necessary.

Education and/or Experience

High school diploma or general equivalency diploma (GED), supplemented by additional course work in purchasing and supervisory/managerial techniques.

3 to 5 years of experience as a warehouse coordinator or an equivalent combination of training and experience.
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.

· Knowledge of inventory control methods and procedures and all applicable federal and state rules and regulations, such as the Occupational Safety and Health Act and the Americans with Disabilities Act; ability to practically apply such knowledge. 
· Knowledge of general company and warehouse policies and procedures, and the ability practically to apply such knowledge. 
· Knowledge of stock and inventories generally warehoused in the facility as well as computer driven inventory systems.

Supervisory Responsibilities
· Plans and assigns work; interviews, hires, coaches and conducts performance evaluations of all warehouse personnel. 

· Regular supervision of the warehouse coordinator and clerical staff; general supervision of manual workers through the coordinator.

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 frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Some limited exposure to injury; medium exposure to fumes, vapors, grease, oil, dust, etc. Must follow all safety requirements carefully.

Work Environment

Work mainly is performed in a normal office setting but frequently in or adjacent to the actual warehouse, which may be dusty and not fully air conditioned or heated; occasional work around warehouse equipment.

The above statement reflect the general details necessary to describe the principle functions of the occupation describes and shall not be construed as a detailed description of all the work that may be inherent in the occupation.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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