Job Description #3
SUMMARY: The purpose of this job is to process all returns of product from our customers and properly status code all uncrated product.
Process all product returned and through customer pick up point: 60 %

· Inspect product for defects. Make proper determination of merchandise movement.  

· Create blind purchase orders.  Accurately process paperwork.

· Accurately tag product and assign status coding of returns.  
· Wrap merchandise.

Check in of merchants delivery service routes: 30 %

· Verify all orders which were delivered.  Accurate and concise detail on check in.

· Properly note problem orders.  Proper processing of all COD payments.  
· Follow through on any questions arising from check in.  Proper distribution of paper work.

Movement of product: 10 %

· Determination of where product needs to go.  Safe movement of product.

Competency: To perform the job successfully, an individual should demonstrate the following competencies:

1. Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes obstacles; Measures self against standard of excellence; Takes calculated risks to accomplish goals.

2. Quantity - Meets productivity standards; Completes work in timely manner; Strives to increase productivity; Works quickly.

3. Safety and Security - Observes safety and security procedures; Determines appropriate action beyond guidelines; Reports potentially unsafe conditions; Uses equipment and materials properly.

4. Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected events.

5. Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.

6. Initiative - Volunteers readily; Undertakes self-development activities; Seeks increased responsibilities; Takes independent actions and calculated risks; Looks for and takes advantage of opportunities; Asks for and offers help when needed.

Qualifications
Education and/or Experience
· Less than a high school diploma/G.E.D.
· 1-2 years warehouse or labor experience
Physical Demands: The physical demands described here are representative of those that must be met by a staff member to successfully perform the essential functions of this job. 
· Frequent standing, walking, talking, hearing, using hands to finger, handle or feel, reach with hands and arms, stoop, kneel, crouch, or crawl.
· Occasional sitting.

· Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.  
· Department 02245 only ability to one-arm push up to 70 lbs., push up to 100 lbs., pull up to 110 lbs., and occasionally lift up to 100 lbs. 

· Department 04250 only ability to one-arm push up to 70 lbs., push up to 100 lbs., pull up to 110 lbs., and occasionally lift up to 125 lbs.
