New River Community Action

SHARE Warehouse Manager job description

NEW RIVER COMMUNITY ACTION, INC.

SHARE Virginia

Warehouse Manager

Job Description

General Description

This position is directly responsible to the SHARE Program Director. Responsible for organization of product flow within the warehouse, assuring quality food storage, inventory control, general warehouse maintenance, and maintenance and operation of warehouse equipment.

Specific Duties

1. Responsible for receiving all product into the warehouse.

2. Responsible for supervision of Warehouse Assistant.

3. Responsible for supervision of loading and unloading trucks.

4. Trains and supervises warehouse volunteers, to include host groups, community sentencing, and other volunteers.

5. Knowledge of correct storage of product; insures compliance.

6. Responsible for assuring that cooling and freezing units are in proper working order.

7. General maintenance and repair duties for warehouse facility.

8. Knowledge of safety, health, and fire code regulations; insures compliance with same.

9. Responsible for maintaining appropriate temperature of warehouse work and food storage areas.

10. Responsible for arranging for additional, temporary refrigeration as needed.

11. Ability to operate forklift, pallet jack, and other warehouse equipment.

12. Assures that warehouse equipment is in good working order.  Responsible for maintenance records on all equipment.

13. Responsible for supervising bagging, counting, and storage of food on pallets.

14. Coordinates procurement of supplies for warehouse, to include bagging materials, cleaning supplies, and other items as needed.

15. Assists in coordination of trucking to satellite operations and other drop-off points of distribution.

16. Assists with duties on SHARE distribution day.

17. Performs recordkeeping to include receiving reports, inventory reports, and other reports as necessary.

18. Coordinates volunteer refreshments for bagging week and D-Day.

19. Attends SHARE Management Team meetings.

20. Ensures that the inventory records are completed for purchases, transfers and disposals.  Ensure inventory tags are affixed to the equipment

21. Must report to Department of Social Services all suspected child, aged or incapacitated adult abuse and neglect as required by law.

22. Performs all other duties that advance the philosophy and goals of the program and NRCA as deemed necessary by the supervisor. 

Special Requirements:

Daily standing, walking, and lifting required.  Must be able to lift and do strenuous physical work, including but not limited to frequent lifting of 50 pounds.

Ability to count accurately.

Proven ability to communicate and work well with people.

Must maintain regular attendance and perform job duties and responsibilities in a satisfactory manner.

Prior to employment, the applicant must sign authorizations for NRCA to perform DMV and Criminal Record Checks to demonstrate that a satisfactory driving record and no pending or found charges or convictions related to abuse, neglect, and/or exploitation of children or adults (or other felony or misdemeanor charges which would conflict with the mission and philosophy of the agency).

Must possess valid driver's license and safe driving record.  Must be able to drive up to 4 hours per day, but may be required to drive more than 4 hours in a given day. Some night/overnight driving may be required.

If agency vehicle is unavailable, must have vehicle with valid inspection and insurance meeting minimum state requirements available for transporting individuals and families within the New River Valley, and in pre-approved cases outside the New River Valley.  Mileage reimbursed by NRCA.  

Qualifications

General knowledge of maintenance and repair for warehouse facility.

Ability to operate forklift and pallet jacks.

Two-years experience in warehouse operations, inventory, record-keeping, and food storage desired.

Pay Scale:

Wage, non-exempt position. 
This position is classified II-D on NRCA pay scale table currently in force.  

Part-time, approximately 80 hours per month.

Days and times of work to be scheduled with SHARE Program Director dependent upon monthly distribution schedule.
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