
Our company is looking to fill the role of warehouse shipping clerk. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look
forward to reviewing your resume.

Responsibilities for warehouse shipping clerk

Operate a machine that will measure and cut wire to customer specifications
Operating a computer to access and print packing list and using online
shipping programs
Packs and ship all completed orders
Assist warehouse clerk with pulling and staging of pending work orders
Keeps warehouse area clean and organized
Reports to warehouse lead or management to alert them of any issues with
shipping or receiving
Performs administrative or clerical duties in support of the shipment
execution process
Applying company defined procedures under limited oversight, collects,
prepares, maintains, monitors and send/forwards various required
documentation related to shipping and receiving
Ensures that product received from production is recorded correctly
Practice and complies with all Company policies and procedures including
safety and work rules

Qualifications for warehouse shipping clerk

Customer Service in a warehouse
Heavy phone and email volume required
Self-starter with the ability to assess needs and follow through

Example of Warehouse Shipping Clerk Job
Description
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Must have previous experience, minimum 1 year


