Job Description
Job Description
Warehouse Supervisor 


	Job Title:
Warehouse Supervisor                     
	Date written:

Updated: 

Finalized:


	Immediate Manager: 
Warehouse Manager
	Job Code:

	Next-Level Manager: 
General Manager
	Grade:  

	Supervises: 
Logistics Coordinator(s)


Equipment Operator(s)
	Occupational Standard:
Supervisor, Material Handlers

	Group/Department:


	

	Location:

	Enclose current and/or proposed organization charts that show two levels up and direct reports


Mandate   
Under the direction of the Warehouse Manager and with safety, efficiency and customer service a priority, the Warehouse Supervisor is accountable to oversee the overall warehouse operation, which receives and stores, moves and ships supplies, stock and materials to and/or from the warehouse.  Supervises and coordinates the activities of those engaged in loading, unloading, moving and storing customer product in an efficient and safe manner.  Ensures customers’ orders are complete and on time – the right quantities in the right place at the right time, in the right loading patterns.

Knowledge and Skills  
Preferred:
College or university degree or pertinent experience in logistics and warehouse management
10 years of experience in all aspects of warehouse and freight logistics
 2 years of supervisory/management experience within the warehouse and freight logistics industry
Minimum:
High school diploma

3 to 5 years of experience in all aspects of warehouse and freight logistics
2 years of supervisory/management experience within the warehouse and freight logistics industry

Key Accountabilities 
A. (80%)   Supervise and coordinate the activities of those engaged in selecting, loading, unloading, moving and storing customer product  
While adhering to policies, procedures and regulatory requirements, oversee the shipping and receiving of products to and from the warehouse on behalf of customers.  This would include organizing either the shipping of or receipt and delivery of product to and from the facility, with focus on the accuracy, efficiency and time management of the warehouse team.  Strong reliance on monitoring and co-ordination of activities, as well as good planning skills and judgement, are essential in order to meet deadlines.  Must be able to respond to events and issues that threaten the productivity schedule and/or quality of the operation, as well as the health and safety of the employees.  Ensure timely and effective communication with team members through daily shift meetings and written and electronic communication.
B.   (10%)    Provide and maintain good customer service and solve problems
As an integral part of the team, ensure that customers are highly regarded and receive exceptional service during the selecting, shipping and receiving of products to and from the warehouse.  Address problems with production or shipping delays, quality-control issues such as damaged or improperly packed goods, and problems with warehouse capacity and client deadlines. Customer interaction may be face-to-face, on the phone or by email. 

C.  (10%)    Assist with the human resources needs of the warehouse team and monitor performance

Supervisory accountability includes recommending employee forecasting requirements based on business volumes, recruitment and hiring of all employees.  Also includes employee orientation and training, whether at point of hire, remedially or as needed by policy, and providing of input into the annual evaluation of employee performance, personal-development planning and succession planning.  Ensure timecards are submitted for timely payroll administration and to manage any conflict within the team.
	 NOTE:  Double click the boxes to check
	  Job Title:    Warehouse Supervisor

	
	  Job Code:

	1.  TOOLS AND TECHNOLOGY:  Check below to identify all equipment and machines required to perform essential functions. Specify the “Other” machines used.

	 FORMCHECKBOX 
 Computers and Associated Software
	Material Handling Tools such as:  

	 FORMCHECKBOX 
 Communication Devices
	 FORMCHECKBOX 
 Dollies 

	 FORMCHECKBOX 
 Scanning Equipment
	 FORMCHECKBOX 
 Forklifts

	 FORMCHECKBOX 
 Packaging Tools
	 FORMCHECKBOX 
 Hand Trucks

	 FORMCHECKBOX 
 Measurement Tools
	 FORMCHECKBOX 
 Jacks

	 FORMCHECKBOX 
 Other:
	 FORMCHECKBOX 
 Pallet Trucks

	
	 FORMCHECKBOX 
 Reach Trucks

	
	 FORMCHECKBOX 
 Order Picker

	
	 FORMCHECKBOX 
 Wrapping Machinery

	Explanation:

The Warehouse Supervisor oversees a team of Equipment Operators and must be aware of how to operate all tools and technology used within the warehouse setting.  May need to train or troubleshoot at any given time and assume the Equipment Operator role from time to time in order to adhere to production schedules.



	2.  PHYSICAL REQUIREMENTS:  Check below to identify all physical requirements required to perform essential functions and explain if needed.

	 FORMCHECKBOX 
 Climbing
	 FORMCHECKBOX 
 Carrying;  Weight Limit:  50 lbs.

	 FORMCHECKBOX 
 Bending
	 FORMCHECKBOX 
 Lifting;  Weight Limit:   50 lbs.

	 FORMCHECKBOX 
 Stooping
	 FORMCHECKBOX 
 Pulling

	 FORMCHECKBOX 
 Pushing
	 FORMCHECKBOX 
 Repetitive Motions

	 FORMCHECKBOX 
 Standing
	 FORMCHECKBOX 
 Near Vision and Depth Perception

	 FORMCHECKBOX 
 Walking
	 FORMCHECKBOX 
 Coordination and Dexterity

	 FORMCHECKBOX 
 Sitting
	 FORMCHECKBOX 
 Other

	Explanation:  
The primary physical requirement of this ‘hands on’ role is walking, although the Warehouse Supervisor could at any time be required to lend a hand to the operation and, therefore, any of the general physical requirements associated with the demands of the warehouse may apply.  


	3.  MENTAL AND ATTITUDINAL REQUIREMENTS: Check below to identify all the mental and attitudinal skills and abilities required to perform essential job functions and explain if needed. 

	 FORMCHECKBOX 
 Concentration
	 FORMCHECKBOX 
 Analyzing Data

	 FORMCHECKBOX 
 Decision Making
	 FORMCHECKBOX 
 Problem Solving

	 FORMCHECKBOX 
 Reasoning
	 FORMCHECKBOX 
 Continuous Improvement

	 FORMCHECKBOX 
 Well Organized
	 FORMCHECKBOX 
 Repetitive Work

	 FORMCHECKBOX 
 Work with Deadlines
	 FORMCHECKBOX 
 Use of Memory

	 FORMCHECKBOX 
 Managerial Leadership
	 FORMCHECKBOX 
 Attention to Detail

	 FORMCHECKBOX 
 Planning and Prioritizing
	 FORMCHECKBOX 
 Positive Attitude

	 FORMCHECKBOX 
 Customer Service Oriented
	 FORMCHECKBOX 
 Other

	Explanation:  

Workflow is determined by volume of orders to be filled and will from time to time require good mental abilities and attitudes, as well as managerial leadership, in order to meet deadlines and maintain the company’s high customer service standards.


	4.  PHYSICAL ENVIRONMENTAL CHARACTERISTICS OF THE WORK AREA: Check below to identify the environmental characteristics of the work area and explain if needed.

	 FORMCHECKBOX 
 Work Outdoors
	 FORMCHECKBOX 
 Noise Intensity

	 FORMCHECKBOX 
 High Temperature
	 FORMCHECKBOX 
 Works with Others

	 FORMCHECKBOX 
 Low Temperature
	 FORMCHECKBOX 
 Works Alone

	 FORMCHECKBOX 
 Air Contamination
	 FORMCHECKBOX 
 Dust, Smoke

	 FORMCHECKBOX 
 Fumes
	 FORMCHECKBOX 
 Stairs

	 FORMCHECKBOX 
 Ramps
	 FORMCHECKBOX 
 Warehouse Racking (Six High)

	 FORMCHECKBOX 
 Loading Docks
	 FORMCHECKBOX 
 Other

	 FORMCHECKBOX 
 
	

	Explanation:  
This supervisory position works mostly within the warehouse.  While the managerial aspect of the role is often performed independently, the majority of the role involves and is dependent upon strong teamwork for the safety and efficiency of the operation.  


	5.  HEALTH AND SAFETY REQUIREMENTS:  Check below to identify the health and safety requirements associated with the physical environment.

	 FORMCHECKBOX 
 Sight Protection
	 FORMCHECKBOX 
 Occupational Health and Safety Act

	 FORMCHECKBOX 
 Hearing Protection
	 FORMCHECKBOX 
 Transportation of Dangerous Goods

	 FORMCHECKBOX 
 Tethering with a Harness
	 FORMCHECKBOX 
  Workplace Hazardous Materials Information Systems

	 FORMCHECKBOX 
 Work Gloves
	 FORMCHECKBOX 
 Other

	 FORMCHECKBOX 
 Back Supports
	

	Explanation:   
This role is accountable for the health and safety of the warehouse team and must ensure that all standards are followed, including wearing protective equipment.  Must maintain a safe and orderly workplace and report any unsafe conditions, accidents or injuries to management.  Also accountable for health and safety training of all warehouse employees as required by policy.



	6.  ESSENTIAL SKILL REQUIREMENTS:  Check below to identify all essential skill requirements required to perform essential functions and explain if needed.

	 FORMCHECKBOX 
 Reading – e.g., Warehousing documentation, resumés and training manuals
	 FORMCHECKBOX 
 Oral Communication – e.g., Team meetings, one-on-one employee coaching

	 FORMCHECKBOX 
 Document Use – e.g., Policies and procedures, bills of lading, invoices
	 FORMCHECKBOX 
 Numeracy – e.g., Numerical estimation, measurement and calculation math

	 FORMCHECKBOX 
 Writing – e.g., Staff memos, shipping logs, short reports, performance reviews
	 FORMCHECKBOX 
 

	 FORMCHECKBOX 
 English                      FORMCHECKBOX 
 Other Language(s)…specify:
	 FORMCHECKBOX 
 Other

	Explanation:  
Strong communication in a variety of forms is essential to manage an efficient and effective warehouse operation.  Must be able to communicate in English and apply basic numeracy skills.  



Tasks and Duties:
Direct, advise, coach, train, supervise, co-ordinate and schedule the activities of equipment operators with safety and efficiency the priority.  Tasks and duties include:
· Coordinate unloading of inbound shipments, orderly stacking of product and the picking and staging of outbound shipments in accordance with the highest levels of productivity.  Includes verification of materials loaded and unloaded against the work order or bill of lading and that all damages or problems are recorded
· Implement and enforce material-handling policies/procedures, and regulatory-compliance procedures

· Determine compliance with laws, regulations and/or standards and complete appropriate documentation as required
· Inspect material-handling equipment, racking and dock doors and plates, daily and weekly as required 
· Review the warehouse operation throughout the work process and at completion, including daily “circle check” to ensure that all products are stored safely  
· Check accuracy of materials loaded or unloaded against information contained in work orders
· Oversee dock activity to determine loading sequences
· Train employees, including orientation training, remedial training and training as required on use of equipment, health and safety, processes and customer service
· Collaborate to solve problems and recommend solutions

· Assist in the recommendation of staffing actions and development of staff succession plans
· Provide input into the annual staff-performance process and ensure that all employees have a personal development plan.  Conduct coaching sessions with employees as required
· Prepare employee time cards weekly for payroll administration  
· Manage employee or customer conflict

· Assist in the preparation of production and other reports of information such as employee time, daily inbound and outbound shipments and inspection results

· Provide information to co-workers and staff by telephone, in writing, by e-mail, or in person
· Conduct daily pre-shift meetings
· Oversee security and general upkeep of warehouse, including regular maintenance of equipment
· Offer alternative solutions to system and procedural issues that may disaffect productivity or customer service or compromise health and safety
· Be accountable to the customer for both quality and quantity of output
· Resolve customer concerns and/or escalate as required
· Develop constructive and cooperative working relationships with those on your team, as well as cross-functionally
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