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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00545

	Pay Grade:
	6

	Title:
	Order Fulfillment Coordinator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Order Fulfillment Coordinator is responsible for photographing and preparing images for the store's website, ensuring a comprehensive online catalogue of merchandise with accurate and enticing product descriptions.  Provides internal and external customer support and ensures orders are processed, monitored, and fulfilled accurately, promptly, and efficiently.  Recommends opportunities for marketing additional products and expanding the customer demographic.


	Purpose and Key Functions:
	· Review online product offerings and ensure products are categorized correctly and displaying accurate product names, descriptions, and images.

· Coordinate workloads and assign picking lists to appropriate staff, ensuring all orders are accurate and completed on time in order to meet customer delivery expectations.

· Photograph and prepare photos for online posting using image editing software.

· Write product descriptions using basic html tags.

· Generate quotes based on departmental pricing guidelines and buyer’s negotiated costs.

· Enter purchase orders and reorders into the inventory management system ensuring adequate inventory levels are maintained.

· Liaise with buyers regarding online product issues, necessary reorders, and merchandise assortment.

· Correspond with vendors to place orders, facilitate artwork creation and approvals, and ensure timely delivery of goods.

· Create and maintain the website procedure and training manual.

· Develop forms and templates to assist in processing online orders.

· Oversee the order fulfillment process including order input, administration, and shipping.

· Facilitate and process customer returns for orders placed online.

· Investigate complaints related to the shipment of goods, ensuring corrective actions are implemented to prevent similar incidents.

· Enter shipping information into the system, generate shipping documentation, and enter corresponding tracking information into the system.

· Package web orders for shipment, or in store pick-up, according to department packing guidelines.

	Requirements:
	· Completion of a College Diploma in Business, or related field.

· Requires 2 years of relevant experience.



	Assets:
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	Additional Information:
	     


