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	Job Description



	Function:  Shipping/Receiving Clerk
	Revision Date:11/15/2023

	Department:  Materials
	Hours:  8:00am to 4:30pm

	Reports to: Operations Manager
	

	
Job Summary:
	

	Verifies and keeps records on incoming and outgoing shipments and prepares items for shipment: Compares identifying information and counts, weighs, or measures items of incoming and outgoing shipments to verify information against bills of lading, invoices, orders, or other records.

	

	 Job Functions:

	
· Determines method of shipment, utilizing knowledge of shipping procedures, routes, and rates. 
· Affixes shipping labels on packed cartons.
·  Assembles wooden or cardboard containers or selects preassembled containers. 
· Checks Jobs into the system and creates work orders for the lab.
· Inserts items into containers, using spacers, fillers, and protective padding. 
· Posts weights and shipping charges, and affixes postage. 
· Unpacks and examines incoming shipments, rejects damaged items, records shortages, and corresponds with shipper to rectify damages and shortages. 
· Routes items to departments. 
· Examines outgoing shipments to ensure shipments meet specifications. 
· Maintains inventory of shipping materials and supplies. 
· May direct others in preparing outgoing and receiving incoming shipments. 

	

	Education:

	A high school diploma or its equivalent 

	

	Requirements:

	
· 3 years experience shipping with all types of parcel shipments.
· Computer proficiency, including data entry.
· Good communication skills
· Good problem solving skills
· Ability to lift 80 lbs.
· Must possess a clean driving record and valid California driver license
· Must have reliable transportation.

	Other Skills/Abilities

	





	NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as required to meet the ongoing needs of the organization.
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