	Job # 041411ANB

	Dalco Enterprises, Inc.

	 X  New Posting               _____ Replacement Posting         ____ Re Posting

	POSITION:        Warehouse Supervisor         

	 Department:
	Operations 
	 

	  Location:  New Brighton                 Hiring Manager/VP:  Craig Berry

	 

	Status
	Full-Time
	Benefits:
	Yes 

	Hours
	40 per week – NIGHT SHIFT 330p-Midnight
	FLSA
	 Exempt

	Internal Opening:
	04/14/2011

	Internal Closing:
	04/22/2011

	Application Instructions for Job No. 041411ANB

	· Internal Candidates:  Submit this form with bottom from last page completed  to Human Resources listed below

· External Candidates:  To apply, please submit a cover letter and an official Dalco Enterprises, Inc. job specific application to: 

Human Resources

300 5th Ave NW

New Brighton, MN  55112

(FAX)  651-251-6700
Email address:  staffing@dalcoonline.com


	· Please reference job number 041411ANB on your application materials. 

	· Review of materials will begin 04/14/11 and will continue until  filled

	

	JOB TITLE:

Warehouse Supervisor - Nights
REPORT TO:
Warehouse Manager
Major Functions
Directs work of warehouse workers with their shipping functions.   Determines best way to ship all merchandise.  Responsible to backup roadnet router.  Receives, unpacks, checks and stores merchandise or materials.  Fills requisitions and orders.  Packs, crates, and ships products and materials.  Will operate a fork lift. 

Specific Duties and Responsibilities

· Directs the activities of the night shift in the absence of the Warehouse Manager.

· Supervises the selection and loading of merchandise on delivery trucks in an efficient manner.

· Assists in the scheduling of all personnel on the night shift, to achieve acceptable production standards and accuracy.

· Assists in the proper training of all shift employees.

· Suggests improved methods of operation, assists in implementation of all directives, changes, and methods as direct by Company management

· Coordinates with the Warehouse Manager to resolve any daily operational problems which may arise.

· Insures that safe working procedures are observed by shift personnel, and immediately reports unsafe acts or conditions to Warehouse Manager.

· Assists the Warehouse Manager in achieving goals, objectives, standards established by the Company.

· Recommends employee disciplinary action, when necessary, and assists in procuring verification and documentation of same.

· Suggests cost saving methods and procedures, where applicable, including the controlling of overtime hours.

· Maintains records of pieces selected and loaded, along with hours worked, so that accurate production records may be analyzed.  Develops improvements as necessary, to achieve established performance goals.

· Assures integrity of the labor standards systems, through employee training, monitoring and correction action, as necessary.

· Fill orders accurately according to picking list.  May work with materials that are classified as hazardous.

· Load and unload; secure load with appropriate wrapping, pack accordingly to specifications, chock wheels according to safety rules (taking care to lift according to guidelines).

· Responsible for providing administrative support to Roadnet Routing for drivers.  Responsible for logging orders, routing, shipping, and tracking of outbound orders.  Informs transporters for pick-up and ensures cargo is routed appropriately.  Prepares and verifies bill of lading.

· May assist with shipping goods.   Completing all shipping papers and listing them, verifying the count with packing list and processing UPS and Speedy shipments.

· Stock goods in proper location and replenish from overstock racks.

· Maintain warehouse; daily cleaning of floors, empty trash and straightening shelves; and shovel and sand walk as needed.

· Operate machinery; operate fork lift, order pickers, pallets jack accordingly to safety regulations, drive van in making deliveries (reasonably, safely and according to traffic laws), perform routine preventative maintenance on vehicles and forklift, and trouble shoot as appropriate.

· Maintain inventory records daily and annually.  Participate in annual physical inventory count and daily cycle counting.

· Generally displays a courteous and helpful attitude in order to provide a positive experience for our customers.

· Promptly follows up with customer after complaint to ensure they 
are satisfied with the action that was taken.

· Regularly listens to customers in an empathetic manner, ensuring 
an understanding of questions, concerns and requests and their feeling associated with them.

· Recommend potential departmental changes and improvements.

· Assist all customer support departments in resolution of customer problems and satisfaction of needs.

· Perform additional duties and projects as assigned.

· Seek input from employees, supervisors and other personnel involved with the job.
· The company may at any time change functions and requirements of the position to meet the business needs.
Qualifications

High school education or equivalent
Four years of recent supervisory experience supervising in a shipping/warehouse environment.

Four years recently working in a warehouse environment – preference towards the ‘shipping’ side of warehouse functions.

Ability to read, write and do figures.

Type 40wpm.

Must be able to read, understand and input computer data as well as use the phone, computer, printer, copier, calculator and fax and do hand written reports.  Manual dexterity required for use of calculator, mouse and computer keyboard.

Prefer distribution or janitorial warehouse experience

Demonstrate concern for detail, accuracy and customer service.

Able to work well without close supervision

Demonstrate good verbal and written communication skills.

Trustworthy, honest and respects confidentiality.

Requires a forklift and order picker operator license or pass test.

Must be able to lift/carry items up to 60 pounds.

Driving may be required and authorized usage of company vehicle will require a Motor Vehicle record to be pulled and reviewed.  An MVR form must be completed and reviewed and added to ‘authorized’ driver list prior to driving any Dalco Enterprises, Inc. company vehicles

ADA Requirements

While performing the duties of this position, the employee sits, stands, bends, lifts, and moves intermittently during working hours.  The employee must occasionally lift and/or move up to 60 pounds.  Employee must be able to read, understand and input computer data as well as use the phone, computer, printer, copier, calculator and fax and do hand written reports.  Manual dexterity required for use of calculator, mouse and computer keyboard.

This position requires a 40-hour workweek but may exceed this time depending on weekly responsibilities and workload.  The employee works in a professional office setting with low to moderate physical impacts.  Temperature varies in warehouse.  The noise level in the work environment is usually moderate.  The employee interacts with internal/external client service staff, managing directors, clients, vendors, visitors and facility management.

Regular and reliable attendance is a necessary element of the job;  and, attendance is an essential function of employment.



	
	

	041411ANB

	
	

	Warehouse Supervisor – Nights

	
	

	 

	

 Internal Candidate Information and Submission:

Name ________________________________________________

Current Position _______________________________________

Current Supervisor _____________________________________

Signature ______________________________________  Date_______________
	








