
 

 

 
Dynamic, high-tech firm in growth mode looking to fill full-time position for Warehouse / Shipping Clerk 
reporting to Purchasing Manager. The position is crucial in supporting sales, Customer Service and Production 
to help establish and build relationships and trust by meeting and exceeding Customers’ expectations with 
exceptional on-time delivery of products. This position is entry level, we’ll train position with a clear succession 
path to other functional areas of The Company. 
 
Responsibilities / Job Specifications of Warehouse / Shipping Team Member: 
Verify contents of shipments against purchase order(s), bills of lading and applicable specifications by 
performing the following duties: 
- Examine articles for defects and specific dimensionality as noted on the applicable inspection instruction card 
- Assigns internal tracking and label product received per documented work instructions. 
- Responsible for maintaining the MRB (Materiel Review Board) holding area per documented work 
instructions 
- Organizing, including trash removal, responsibilities will be equally divided between receiving inspector and 
  shipping/stockroom clerks 
- Responsible for verifying receipts of materiel from vendors, including: 
  a.  coordinating paperwork to QA (Quality Assurance) – Meritec is ISO 9001:2015 Certified) Receiving 
       Department and moving materiel into QA Receiving, 
  b.  entering data into computer system to correct purchase order, 
  c.  delivering all packages coming into Receiving to the correct department/personnel 
- Responsible for accurate record keeping and inventory accuracy.  During inventory, this position will be 
  required to take physical counts. 
- Responsible for loading and unloading of trucks, as needed 
- Validate inbound shipments - Verify number of packages upon delivery from carrier 
 
Job Requirements: 
 
- High school diploma or equivalent required 
- Ability to perform each essential duty satisfactorily 
- Good organizational skills and follow-up 
- Good attention to detail 
- Minimum 2 years’ experience in like position a plus working with UPS®, FedEx® and common carriers 
- Working knowledge of StarShip® or other Shipping Software a plus 
- Working knowledge of Microsoft®, Word®, Outlook®, Excel® helpful 
- Operation of fork-lift optional – we’ll train 
- Excellent verbal communications (both listening and presenting information) 
- Ability to read, write and comprehend instructions, short correspondence, and memos 
- Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form 
- Outstanding phone and email etiquette  
- Ability to establish, use and maintain information files 
- Ability to perform computer data entry and retrieval using a keyboard/mouse 
- Ability to multi-task efficiently and effectively 
- Flexibility and composure in order to handle multiple urgencies and priorities from influx of phone contacts, 
  and, consequently, unscheduled demands on time 
- Team-player mentality with a positive attitude 
- Able to thrive in a fast paced, high-volume work environment 
 
Full Benefits and perks, such as Wellness Program / Salary commensurate with experience 
 
Please send resumes to HR@MERITEC.com 
 

 


