Axiom Medical, Inc.

Job Description

Job Title:

Warehouse Clerk

Department:

Operations

Reports To:

Warehouse Supervisor
SUMMARY

Receives, stores and distributes materials and products.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

Reads production schedule, customer order, work order, shipping order or requisition to determine items to be moved, gathered or distributed.

Maintains a clean and orderly warehouse environment, ensuring all items are kept in the correct place, marked correctly, and maintained.  

Conveys materials and items from receiving or production areas to storage or to other designated areas.

Sorts and places materials or items on racks, shelves, or in bins according to predetermined sequence such as size, type, style, color or product code.

Fills requisitions, work orders or requests for materials or stock items and distributes items to production workers or assembly line.

Assembles customer orders from stock and places orders on pallets or shelves or packs in preparation.

Marks materials with identifying information.

Counts inventory as needed.

Opens bales, crates and other containers.

Records amounts of materials or items received or distributed.

Weighs or counts items for distribution within plant to ensure conformance to company standards.

Arranges stock parts in specified sequence for assembly by other workers.

Uses computer to enter records.

Prepares parcels for shipping.

Fulfills weekly pull list and distributes to production.

Ability to create shipping and return labels using UPS, FedEx, and other related software. 

Knowledge of and compliance with company’s Quality Manual and all relevant SOP’s and Work Instructions. 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.

EDUCATION and/or EXPERIENCE

High school diploma or general education (GED); minimum of three months related experience and/or training; or equivalent combination of education and experience.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply and divide in all unites of measure, using whole numbers, common fractions and decimals.  Ability to compute rate, ratio and percent.

REASONING ABILITY

Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

CERTIFICATES, LICENSES, REGISTRATION

Valid Class C Drivers License and current Forklift Operator Permit.

PHYSICAL DEMANDS

While performing the duties of this job, the employee is frequently required to stand, reach with hands and arms and climb or balance.  The employee is occasionally required to sit; use hands to finger, handle or feel; and stoop, kneel, crouch or crawl.  The employee must occasionally lift and/or move up to 50 pounds and is required to use a ladder to stock boxes by lifting them up and down. The use of a dolly, push cart, and pallet lifter is also required.  Specific vision abilities required by this job include close vision.  Hepatitis B Vaccination is required.
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