
 

 

Job Description 

Job Title: Warehouse Tech                       Reports To: Warehouse Supervisor 

 

Primary Purpose(s) of Position: To retrieve and deliver inventory to fulfill manufacturing and non-
manufacturing department material requests. To receive material in from vendors. Ship inventory to 
customers and vendors. Process outside service material. To complete transactions accurately and 
timely. To retain inventory accuracy through sound and accurate processing of material issuing. 
 

Job Responsibilities: 

1. Issuing Material 

2. Cycle Counting Inventory 

3. Process LTL & UPS Receipts 

4. Process PO & Mfg Receipts 

5. Process Small UPS (218) Shipments 

6. Process LTL Shipments 

7. Process “Large” Outside Service Shipments 

8. Leader Standard Work Support 

Job Duties: 

1. To efficiently retrieve and deliver requested inventory to manufacturing and non-manufacturing 

departments. 

2. To maintain high level of accuracy of inventory during material issuing transactions that includes 

manually counting inventory and using scales to count inventory. 

3. Report any inventory quantity discrepancies to Warehouse Coordinator. 

4. Properly handle material to avoid damage to material and/or self. 

5. Maintain First In First Out (FIFO) and Lot Traceability when performing job responsibilities. 

6. Process system transactions timely and accurately. 

7. Communicate positively with supervisors, fellow workers, and other internal customers. 

8. Maintain clean work area by properly disposing of un-needed packaging material. 

9. Follow safe work practices when completing job responsibilities in lifting and forktruck operation. 

10. Report any safety concerns or equipment to Warehouse Coordinator. 

11. To efficiently and accurately receive and ship inventory through Groschopp BMS. 

12. Process shipments in UPS World Ship system. 

13. Ship larger inventory shipments LTL following customer specifications. 

14. Process inventory for outside service using specific packing and shipping instructions. 



15. Support Warehouse Coordinator through processing assigned leader standard work. 

16. Other duties as assigned. 

 

Job Requirements: 

1. Accuracy and attention to detail. 

2. Operates forklifts in compliance with Groschopp and OSHA requirements. 

3. Capable of following written instructions and documented procedures. 

4. Understands basic computer/keyboard skills. 

5. Effective listening, verbal and written communication skills. 

6. Able to multi-task. 

7. Manages time effectively and adapts quickly to changing priorities. 

8. Team player who works productivity with wide range of people. 

9. Comfortable in fast-paced environment. 

10. Able to work independently with some direction. 

11. Stand/walk for duration of work hours. 

12. Ability to lift/carry/maneuver material up to 40 lbs.  

 

Minimum Job Qualifications: 

Education High School Diploma/GED 

Experience 1 or more years’ experience in various area in the manufacturing or warehouse 

environment. 


