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Retail - Warehouse Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Warehouse
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for a Warehouse Manager to run the building that supplies our stores and ships our online orders. You'll receive vendor shipments, get product tagged and out to stores, run online fulfillment and keep inventory accurate. You'll lead the warehouse and fulfillment team and staff up for the holiday season.
2. Essential Duties and Responsibilities
1. Receive vendor shipments against purchase orders, and report shortages, overages and damages to the buyers.
1. Prepare merchandise for stores: ticketing, security tagging, hanging and packing, following the Inventory Planner's allocation.
1. Ship store replenishment and transfers on a set schedule.
1. Run online order fulfillment to meet shipping cutoffs and accuracy standards.
1. Run cycle counts and the annual physical inventory for the warehouse.
1. Process returns to vendors and damaged goods by each vendor's rules.
1. Hire, train and schedule warehouse staff, including holiday temps, and keep the building safe.
3. Key Tasks / Daily Activities
1. Check the receiving schedule, store shipments and online order queue.
1. Assign staff to receiving, store shipping and fulfillment.
1. Walk the floor for safety, organization and backlogs.
1. Work with carriers on pickups, late freight and claims.
1. Report receipts and problems to the buyers, the planner and the E-commerce Manager.
4. Key Performance Indicators (KPIs)
1. Dock to stock time: [your target].
1. Warehouse inventory accuracy: [your target].
1. Store shipments sent on schedule: [your target].
1. Online orders shipped by cutoff: [your target].
1. Safety incidents: [your target].
5. Required Qualifications and Skills
1. [3+] years of warehouse or distribution supervision, ideally for a retailer.
1. Experience with receiving, pick and pack, and inventory counts in a warehouse or inventory system.
1. Has hired and led hourly teams, including seasonal staff.
1. Knows OSHA rules for forklifts, ladders and safe storage.
6. Preferred Experience
1. OSHA 10 or OSHA 30 General Industry card.
1. Experience with e-commerce fulfillment and parcel carriers.
1. Has trained and evaluated forklift operators.
1. Experience with parcel shipping software.
7. Physical Requirements
1. Walk the warehouse for much of the day, and lift cartons up to [50] pounds.
1. Operate a forklift after the training and evaluation OSHA requires, and move pallets with a pallet jack.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Warehouse setting with seasonal temperatures and open dock doors.
1. Day shift [your hours], with extra hours and weekends from [October through December].
1. On call for alarms, deliveries and building issues.
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 warehouse manager 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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