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JOB DESCRIPTION

Job Title:
Shipping Clerk
Reports To:
Department Advisor
Status:

Non-Union Hourly

Summary of Position

 Fill orders and package for shipment.

Major Duties & Responsibilities

· Gather parts to fill orders per packing list/work instructions.

· Package and palletize orders for shipment.

· Record information on control charts for trace ability, as required by Q.A.

· Perform routine maintenance and cleanup.

Minimum Qualifications 

· Good attendance and safety record

· High school diploma or equivalent

· Blueprint reading

· Read measuring devices (i.e. – tape measure, hook rule, etc.)

· Available for overtime work

Preferred Skills (Not Mandatory)

· Previous shipping experience 
· Computer experience
· Experience with lift tables, cranes, hoist
· Ability to operate a forklift 
Physical Requirements

· Ability to lift, push, pull weights up to 50 pounds on a regular basis
· Work 10-hour shifts
· Standing/walking on concrete floors for long periods
· Bending and kneeling on a regular basis
Performance Measures

· Safety performance

· Quality of work

· Production compared to standards

· Attendance

· Contributions toward continuous improvements of work processes and products

· Progress of focused factory you are assigned to in relation to company goals

Working Conditions

Indoor/outside, light manufacturing environment, union facility, in a team-oriented atmosphere with ear, eye, and foot protection required.
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