JOB DESCRIPTION

POSITION TITLE



Shipping & Receiving Specialist

REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Ship and receive text, trade, & customer orders
AREAS OF RESPONSIBILITY:
Shipping and receiving

1. Receive text and trade orders:  Do data entry in inventory control system as needed. 
2. Pack and ship orders:  Pack and ship text and trade returns, and customer phone, mail, and web orders.  
3. Work with students:  Assign duties to and check work of students who will assist in receiving and shipping.
4. Carrier policies:  Keep up-to-date on USPS, UPS, RPS, and CF carrier policies. 
5. Maintain appropriate supplies:  Maintain boxes, packing materials, tape and keep track of inventory.
6. Deliveries:  Load and unload deliveries at the truck dock and transport goods between the store and the loading dock.
7. Work environment:  Maintain an orderly and safe work area (moving displays, removing boxes and packing materials, shifting shipments, consolidating boxes, and assorted odd jobs). 
8. Work on sales floor and customer service:  Merchandise products effectively, monitor staff information desk, answer phones, ring up sales and returns, assist in other areas of the store including opening and closing of the store and perform cash register duties.
9. Assist staff and students in other bookstore departments: As needed.
10. Complete other projects as assigned by the Director and/or Associate Director. 
11. Support retail financial goals:  Consult regularly with an outside expert on retail financial goals.
EDUCATION: 
Essential:
High school diploma


Desirable:
High school diploma
EXPERIENCE:

Essential:
1 year of related experience 

Desirable:
2+ years of shipping and receiving experience, preferably in bookstore or related retail field

KNOWLEDGE, SKILL AND ABILITIES:

· This position requires good communication skills, both written and oral.

· Previous work with computerized databases and computers in general.

· Knowledge of shipping and receiving processes a must.

· Knowledge of carrier policies preferred

· Must possess a high level of accuracy and be detail oriented.

· Excellent interpersonal, problem-solving and organizational skills. 

PHYSICAL DEMANDS:
Ability to travel and attend conferences off campus.  Ability to lift up to 75 lbs.

WORKING ENVIRONMENT:
Office located inside the Bookstore on the ground floor of the Buntrock Commons building. Ability to navigate from office to main campus.

WORK SCHEDULE:


FTE

.33 


TERM: 
Year round position



SCHEDULE:
Bookstore hours 8:00 A.M. to 6:00 P.M. Monday through Friday; 10:00 A.M. to 4:00 P.M. Saturday during regular semesters; 7:30 A.M. to 4:30 P.M. during summer hours as determined by the College. Some evening and weekend hours required during special events.  Weekly schedule to be determined.

APPROVAL:                                                
David Schlosser
DATE:




June 2007

