Job Description
Position Title: Materials Coordinator
Reports To:  Production Manager

Job Summary: 

To efficiently oversee, maintain and coordinate activities associated with the Warehouse and Yard.

General Duties:
1. Oversee movements of all finished product (Fabricated, Molded and Indiana Seal) located in the warehouse and yard areas so product locations and counts are accurate. Maintain molded overstock area with a list of what’s in there and put away as soon as we can.
2.  Oversee and ensure stock rotation is being performed according to set procedures. 
3. Unload any inbound purchased goods, check against pack list to insure shipment is correct and all that's signed for is present and place in prospective areas.

4.  Oversee all purchased items received and placed in warehouse and yard so locations and counts are accurate. Any discovery of inaccurate stock quantities is to be reported to Production Manager and Inventory Control Clerk so it can be corrected.
5. Update Production Manager if any Map Locations Changes are needed. Keep all maps current.

6. Get molded crate requirement report from Inventory Control Person or Production Mgr. Check and see if product is available and assist in getting crates made up if needed.

7. Keep track of molded stock transfers from crate to stock and from stock to crate. Turn in slips daily to Inventory Control Person or Production Mgr. to keep our inventory current.
8. Schedule weekend overtime to move molded product if necessary. 
9. Do monthly outside molded crate cycle counts.

10. Do periodic or random cycle counting to verify that inventory levels are correct in the system.
11. Do weekly rack inspections and turn in end of each month.

12. Check warehouse racking weekly and turn in inspection sheet monthly.

13. Do Quarterly Inspection Checklist and turn in to Production Mgr. 
14. Make sure pipe is brought in a timely manner.

15. Maintain dead stock and large diameter pipe areas. Keep a current dead stock list so we know what there is and decisions can be made on what to do with the inventory.
16. Oversee the housekeeping for warehouse and ward by making sure aisles, exits, fire extinguishers and pathways kept clear and clean for travel, egress and access.  
17. Verify that all recycling items are ready for pick up on designated days. Cardboard is located in shipping, molding, employee entrance, gasket rack, oven and lunch room area. This needs to be done on Monday, Wednesday and Friday by 8:30 am. The pipe regrind needs to be weighted and loaded onto trucks every Wednesday.
18. Insure that garbage is picked up throughout plant at designated times. Garbage is done every day in Fabrication at 3:30 pm, Middle Warehouse 4:00 pm, Molding 4:15 pm and Shipping 4:30 pm. 
19. Complete daily forklift checks on the Warehouse and Yard forklifts to be turned in to Traffic Manager at the end of each week unless immediate attention is needed. 
20. Assist with production sheets and pull according to production needs.
21.  Assist in receiving in product returns and get put away as soon as possible.
22. Assist the oven area with straps and shear ring needs.

23. Assist the gasket area with gasket reels. 

24. Assist in stock checks with customer service, production and shipping.
25. Train new Warehouse/Yard employees as to their duties, responsibilities and evaluate as to performance and traits.

26. Monitor the quality/quantity of their responsibility and report deficiencies to the Production Manager.
27. Communicate with assigned employees and follow-up on their requests as needed.

28. Check and record absent or tardy personnel in the Attendance Book.
29. Follow/Train on:  Safe Operating Procedures, General Safety Rules, and forklift safety guidelines.

30. Provide input on employee evaluations.
31. Other duties as assigned by Management.
6/13/14
Functional Requirements:
Warehouse
(Yard/Forklift)

I.
Material Handling
(Depending on which part working on that hr)

A. Lift


Weight (lbs.)

Distance (in.)

Frequency (/hr.)
Reference Function


27

32" – 48"


24


Lift 1



6

20" – 40"


24


Lift 2



60

40" – 59"


36


Lift 3

B. Carry


Weights (lbs.)
Distance (ft.)

Frequency (/hr.)
Reference Function


27


2'


24


Carry 1



6


3'


24


Carry 2



60


5'


36


Carry 3

II. Pushing/Pulling


Load (lbs.)


Frequency (/hr.)


Reference Function


15



4




PU/PL1

III. Upper Extremity Use

A. Upper Extremity Push/Pull


Load (lbs.)


Frequency (/hr.)


Reference Function


10



3




UEPU/PL


B.  Couple 
(Squeeze with hand)


Load (lbs.)


Frequency (/hr.)


Reference Function


12



100




Couple



12



100




Couple 2

Functional Requirements:
Warehouse
(Yard/Forklift)
IV. Non – Material Handling


Activity


Frequency/Duration

Reference Function


ClimbS







ClimbL


7 hr/8 hr




Climb L

V. Postural, Vision and Temperature Requirements


Activity


Frequency/Duration/Space
Reference Function

Stand



3 hr/8 hr




Stand






Walk



8 hr/.25 mi




Walk

Temp. 1


Inside/Outside Ambient


Temp 1


Temp. 2


Vision



Near/Far/Color/Depth


Vision


Bend/Stoop/Squat


Repetitive Posture


Confined Access

44" x 34"




Con Acc


Limited Headroom

7 hr/8 hr/44 in



Lim Hdr


Height Tolerant


Sit



5 hr/8 hr




Sit
