GPK Products, Inc.
Job Description
Material Handler – Warehouse Lead
	Department
	Operations / Shipping

	Reports To
	Warehouse Manager

	FLSA Status
	Non-Exempt

	EEO-1 Category
	7 – Operatives

	Prepared By
	HR

	Date
	_______________


Summary
The Material Handler – Warehouse Lead coordinates the daily movement, storage, and tracking of materials within the facility while serving as the working lead for a team of material handlers. The role is divided between two areas of responsibility: warehouse operations (internal receiving, staging, and inventory) and LTL / shipping (freight coordination with carriers and hands-on dock loading). This is a hands-on position that combines direct material handling with workflow coordination, ensuring orders are fulfilled accurately, inventory is maintained, freight moves on schedule, and safety standards are upheld.
Essential Duties and Responsibilities
Other duties may be assigned as needed.
Warehouse Operations
1. Receive, unload, inspect, and stage incoming materials; verify quantity and quality against purchase orders and flag discrepancies.
1. Pull, pack, and stage finished products and outgoing orders, reviewing for picking accuracy before shipment.
1. Operate forklifts, pallet jacks, hand trucks, and other equipment to move materials safely.
1. Maintain accurate inventory records; conduct cycle counts and update tracking systems.
1. Identify and resolve material shortages, misplacements, and delays; escalate to the Warehouse Manager as needed.
LTL / Shipping
1. Coordinate LTL freight pickups and deliveries with carriers; schedule appointments and confirm transit requirements.
1. Prepare and verify shipping documentation, including bills of lading (BOLs), packing lists, and freight class information.
1. Stage, palletize, shrink-wrap, and secure outbound freight for safe transit.
1. Load and unload LTL trailers using forklifts and pallet jacks, following safe dock practices (chocking, dock plates, trailer inspection).
1. Inspect inbound freight for damage or shortages; document and file carrier claims as needed.
1. Track shipments and communicate status, delays, or discrepancies to management and customers as appropriate.
Team Lead
1. Assign, sequence, and oversee daily tasks across warehouse and shipping to keep workflow on schedule.
1. Train new and junior handlers on procedures, equipment operation, and safety expectations.
1. Maintain a clean, organized, and safe work area; follow all safety procedures including LOTO, PPE, and equipment SOPs.
1. Support continuous-improvement efforts and process changes in coordination with management.
Supervisory Responsibilities
Serves as a working lead. Coordinates and directs the daily activities of material handlers. The position performs the same core material-handling work as the team it leads.
Competencies and Skills
1. Organizational skills and attention to detail.
1. Accuracy in reading and entering data; basic computer and keyboard proficiency.
1. Time management and the ability to prioritize across competing tasks.
1. Knowledge of inventory-control practices.
1. Familiarity with LTL shipping documentation, freight classification, and carrier coordination.
1. Ability to direct, train, and communicate clearly with a small team.
Qualifications
1. High school diploma or equivalent.
1. Prior warehouse or material-handling experience, including some lead or training experience preferred.
1. Experience with LTL freight, shipping documentation, or dock operations preferred.
1. Forklift certification preferred; may be trained onsite.
Physical Demands and Work Environment
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this position.
1. Frequent standing, walking, lifting, and carrying for extended periods.
1. Ability to lift and move up to 75 lbs. regularly.
1. Warehouse environment with exposure to noise, dust, temperature variation, and moving equipment.
1. May require overtime or weekend work as business needs dictate.
Acknowledgment
This job description is intended to provide guidelines for job expectations and is not an exhaustive list of all duties, responsibilities, skills, or abilities. Additional functions may be assigned as deemed appropriate. This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
Employee Signature: _______________________________     Date: ______________
Supervisor Signature: _____________________________     Date: ______________
