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SHIPPING / INVENTORY COORDINATOR JOB DESCRIPTION
DEPARTMENT: Distribution/Warehouse

REPORTS TO: Warehouse/DC Supervisor           

SHIFT: 1ST (must be flexible with schedule)

BACKGROUND FOR POSITION:

Strong understanding of warehousing & inventory control techniques.  Ability to accurately and effectively transact inventory moves into and out of production.  Advanced math skills. Strong Microsoft Office skills along with working experience in an ERP system or a WMS.  5 or more years’ experience in an accounts receivable function.  Ability to demonstrate receivable skillsets and communicate effectively with customers.

GENERAL DESCRIPTION OF POSITION:

Assures that materials are transacted into and out of production.  Audits finished goods move transactions daily.  Assists departmental lead in building and scheduling outbound shipments to customers.  Drives inventory accuracy through accurate transactions of raw materials and finished goods inventories.  Manages set level of customer receivables and interacts with those customers on a weekly basis.

SPECIFIC FUNCTIONS OF POSITION:

1. Transacts inventory moves into the QAD ERP system daily.

2. Issues materials to designated work orders.

3. Researches and communicates inventory or manufacturing variances daily

4. Administers the daily cycle count process

5. Manages an established set of customers’ accounts receivables to support Accounting

6. Creates Bill of Ladings.

7. Assigns Carriers to outbound loads.

8. Performs 1st check on all freight invoices checking for quote vs actual variances.

9. Properly codes freight invoices to based off the current chart of accounts

10. Performs audits (at a directed rate) of inventory moves to finished goods.

11. Performs various organizational duties in the warehouse as needed. 

12. Advises supervisor of any and all problems.

13. Observes all safety rules and procedures while performing duties & maintains clean workplace.

14. Performs other work-related duties as assigned
MINIMUM EDUCATION OR EQUIVALENT EXPERIENCE REQUIRED:

High School diploma or equivalent inventory experience in warehouse/production environment.  Minimum 5 years’ experience working in an Accounts Receivable or other accounting position.  Ability to work with minimal supervision and must have a take charge attitude toward work.  Computer, data entry, systems training required. Must pass advanced level math test, logic test. 

PHYSICAL DEMANDS:

General good health. Walking, standing, bending up to 12hrs; Potential exposure to chemicals and fragrances.   
Vanguard Soap, LLC is an Equal Employment Opportunity Employer. Employment decisions are made without regard to race, color, religion, national or ethnic origin sex, sexual orientation, gender identity or expression, age, disability, protected veteran status, or other characteristics protected by applicable law. 
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