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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00285

	Pay Grade:
	4

	Title:
	Shipper and Receiver

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Shipper and Receiver is responsible for acting as an intermediary for the transit of goods between the department and its suppliers, and for accurately and efficiently receiving incoming shipments and processing them according to established procedures.  Prepares outgoing shipments for customers and returns shipments to vendors.  Provides resolution to shipping and receiving discrepancies in coordination with appropriate personnel.

	Purpose and Key Functions:
	· Load and unload merchandise from trucks.

· Maintain accurate inventory by ensuring all goods are entered into the receiving module and are tagged appropriately for check out.  

· Verify count, sort, and price incoming merchandise.

· Identify and resolve issues as goods arrive, escalating issues as necessary to appropriate personnel.

· Read packing lists containing item details to ensure the accurate receiving of goods.

· Ensure security tags are attached to merchandise prior to being transported to the sales floor, according to established departmental procedures.

· Distribute merchandise to appropriate store locations.

· Place merchandise on carts for distribution and delivery to the department.

· Review the account distribution sheet, identify discrepancies, resolve issues when possible, and escalate issues when necessary.

· Ensure appropriate documentation is attached to special order goods.

· Update and maintain accurate information in the inventory management system as required.

· Liaise with buyers, courier personnel, and other departments for verifications, instructions, and other information as required.

· Resolve incidents of short shipments by contacting suppliers and delivery services as required.
· Pack outgoing shipments securely, as per shipping specifications, for deliveries to customers and return shipments to vendors.  

· Complete appropriate documentation for all outbound shipments including customs declaration.

· Provide shipping costs to customers as required.

· Assist departments with the transportation of goods.

· Monitor freight charges in order to obtain the most cost efficient shipping rates.

· Organize and maintain the receiving area to ensure accessibility, and the most efficient use of space.

· Notify appropriate staff when shipping material is needed, ensuring an adequate supply at all times. 

· Move, arrange, and assemble various furniture and equipment within the department as required.

· Prepare merchandise for inventory and perform inventory tasks as required.

· Perform cashiering duties as required.

	Requirements:
	Secondary School diploma.

Requires 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


