
Our innovative and growing company is hiring for a processing clerk. If you are
looking for an exciting place to work, please take a look at the list of qualifications
below.

Responsibilities for processing clerk

Processing background preferred and ideal
Project management by making sure all correct parts have been quoted and
ordered by their given deadlines
Enter orders into the company's system
Order parts from specific vendors
Make sure all parts have been ordered and shipped to correct customer
Batching and logging simple problems
Balancing report totals or system generated information
Execute expediting needs on late Purchase Orders
Perform a variety of coordinating, routing, and material handling duties
Expedite products to solve inventory shortage issues

Qualifications for processing clerk

Assist management team and contribute to various department initiatives or
ongoing projects to identify and recommend changes to existing processes
and procedures to improve client satisfaction
Must have the ability to establish and maintain effective business contacts
with the State DMV community, various contacts within and outside ABG
Interpersonal skills - ability to maintain confidentiality
Inventory/order processing experience preferred
Experience with quoting parts preferred
/hour temp to hire
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