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Job Description

JOB TITLE: 

Shipping & Receiving Manager 



DEPARTMENT: 

Shipping/Receiving







REPORTS TO: 

Materials/Environmental & Safety Director




FLSA STATUS: 

Exempt 


REVISED:

CO2;  05/01/07
SUMMARY: 

The Shipping & Receiving Manager is responsible for shipping, receiving, packaging, warehousing and finishing production operations. Plans, organizes, staffs, supervises, trains and controls all activities in the Shipping/Receiving area. Develops and implements efficient warehousing systems. Participates in the overall planning and communication with other departments for the timely processing of shipments, production needs, purchasing transactions and quality control functions. Responsible for timely completion of Employee Performance Evaluations for assigned staff. This position has the authority to change validated storage and shipping conditions and process returns, authority to move and label rejected materials, to assign shipping codes, to change the Dangerous Goods Shipping Forms database information, to print product labels per S&R-038, to assign NMFC codes, and to (per WI-S&R-006) train company personnel in Dangerous Goods Shipping Regulations & the Security Policy and test conformance.
DEPUTY RESPONSIBILITY AND AUTHORITY is the Materials/Environment & Safety Director, Finishing Production Supervisor or other S/R Department Supervisors, who will maintain operations and approve requests for supplies. In this person’s absence, the Materials/Environmental & Safety Director will oversee operations and the performance of assigned duties will be handled by the Finishing Production Supervisor and other S/R Department Supervisors as assigned by the Finishing Production Supervisor to maintain operations.
ESSENTIAL DUTIES, RESPONSIBILITIES AND AUTHORITY include, but are not limited to, the following:

1. This position has the authority to change validated storage and shipping conditions and process returns, authority to move and label rejected materials, to assign shipping codes, to change the Dangerous Goods Shipping Forms database information, to print product labels per S&R-038, to assign NMFC codes, and to (per WI-S&R-006) train company personnel in Dangerous Goods Shipping Regulations & the Security Policy and test conformance.
2. Coordinates and oversees processing orders for shipment to customers including determination of shipping priorities, work assignments, and shipping methods required to meet shipping schedules.

3. Oversees incoming and outgoing shipping activities to ensure accuracy, completeness, and condition of shipments.

4. Oversees Finishing Production operations and requirements. Assures production schedules are being met and proper priorities are being followed.
5. Oversees production of customer blends, formulations and screening operations. Seeks improved methods and equipment.

6. Establishes joint and individual goals for the Shipping/Receiving Department, monitors progress, and evaluates personnel in all S/R Department functions.

7. Effectively trains personnel on shipping regulations and company SOPs.

8. Evaluates and standardizes procedures to improve efficiency of department operations.

9. Supervises cycle counts and assists in maintaining appropriate inventories of finished products, raw materials and supplies.
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10. Implements and revises hazardous shipment requirements in conjunction with other departments and in accordance with CFR-49, IATA, IMDG, and BIA regulations.

11. Develops and revises appropriate forms and SOPs.

12. Maintains continuous updates of product information sheets as reflected by MSDS sheets, new part numbers and change forms.

13. Investigates and adds information for new products.

14. Determines component parts and appropriate part numbers for finished products.

15. Assigns and maintains NMFC codes, preferred locations and shipping codes.

16. Evaluates and negotiates cost, service and effectiveness of shipping companies.

17. Determines space requirements and supervises the placement of materials in most efficient configuration.
18. Issues written and oral instructions relative to processes.

19. Implements corrective actions and solutions to nonconformances.

20. Identifies and records nonconformances using standard SOPs and communicates this nonconformance using the Discrepancy Material Report. Controls further processing and follows QC/QA instructions for disposition of nonconforming product.

21. Responsible for the timely processing and completion of Performance Evaluations for assigned departmental staff according to designated due dates communicated by Human Resources. (HR-001)

22. Organizes and maintains a clean and orderly work area in accordance with the administrative General Housekeeping policy. (MN-010)
23. Strictly adheres to the general personal protective equipment (PPE) requirements as established by Company policy.

24. Performs all functions in a safe and timely manner in accordance with OSHA standards and general rules and regulations governing the work place.  

25. Seeks guidance from Supervisor, as needed, to ensure the above.

26. Attends, and is punctual for, appropriate meetings and training in-services.

27. All other duties as assigned.

QUALIFICATIONS - To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

EDUCATION and/or EXPERIENCE - 1-year certificate from college or technical school; 3-5 years’ related (chemical and shipping) experience including supervisory exposure or training in the shipping of dangerous goods (DOT, IATA, IMO) and commerce department regulations (BXA).

LANGUAGE SKILLS - Ability to read and interpret documents such as safety rules, explicit guidelines from governmental agencies, packaging instructions, pick lists, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence.  Ability to speak effectively before groups of employees of the organization.

MATHEMATICAL SKILLS - Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent of all units of measure. Ability to compute and interpret using the metric system.

REASONING ABILITY - Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

OTHER SKILLS AND ABILITIES - Proficiency in Microsoft Office applications required.

PHYSICAL DEMANDS - The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to
SHIPPING / RECEIVING MANAGER
enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is regularly required to walk; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to stand and stoop, kneel, crouch, or crawl. The employee is occasionally required to sit and climb or balance. The employee must regularly lift and/or move up to 10 pounds, frequently lift and/or move up to 25 pounds, and occasionally lift and/or move more than 100 pounds with equipment or manpower assistance. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT - The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. While performing the duties of this job, the employee is regularly exposed to fumes or airborne particles. The employee is frequently exposed to toxic or caustic chemicals. The employee is occasionally exposed to moving mechanical parts, outside weather conditions, extreme cold, and vibration. The noise level in the work environment is usually moderate.

