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Retail - Online Order Fulfillment Associate
Company Name: [INSERT COMPANY NAME HERE]
Department: Warehouse
Reports to: Warehouse Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring an Online Order Fulfillment Associate to pick, pack and ship orders from our website. You'll pull items from warehouse shelves with a scanner, check each order, pack it so it arrives in good shape, and get it out before the daily carrier pickup. You'll also process online returns and put them back in stock.
2. Essential Duties and Responsibilities
1. Pick online orders with a handheld scanner, checking item, size and color against the order.
1. Pack orders to company standards with the right box, padding, inserts and gift notes.
1. Print shipping labels and stage packages for the carrier pickup.
1. Process returned items: inspect their condition, scan them back into stock, or set aside damages.
1. Report items that can't be found or don't match the system so inventory can be corrected.
1. Restock shelves and keep pick locations labeled and organized.
3. Key Tasks / Daily Activities
1. Check the order queue and priorities, including rush orders, at the start of the shift.
1. Pick and pack orders in batches until the queue is clear.
1. Get every order out before the carrier's same-day cutoff.
1. Process the day's online returns.
1. Clean and restock the packing station.
4. Key Performance Indicators (KPIs)
1. Orders picked and packed per hour: [your target].
1. Order accuracy: [your target].
1. Orders shipped by the daily cutoff: [your target].
1. Returns processed on time: [your target].
5. Required Qualifications and Skills
1. Reads order details carefully and catches mistakes.
1. Comfortable using a handheld scanner and a computer for labels.
1. Available for [your shift], with extra hours during the holiday season.
1. Works to a daily order goal without cutting corners on accuracy.
6. Preferred Experience
1. Warehouse, shipping or e-commerce fulfillment experience.
1. Experience with [your warehouse or shipping software].
1. Pallet jack experience.
7. Physical Requirements
1. Stand and walk for the full shift, often [several miles] a day.
1. Lift and carry boxes up to [50] pounds, and bend, reach and climb step ladders.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Warehouse setting where temperatures follow the season.
1. Day shift [your hours], with longer and weekend shifts from [Black Friday through the holidays].
1. Seasonal and year-round positions[, as available].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new online order fulfillment associate gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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