Shipping and Receiving Clerk

Shipping and receiving or warehouse clerks work in retail and wholesale establishments.

SCALE 

	A
	Autonomy

(Exceeds requirements)
	Independently performs all necessary tasks of the job. 


	B
	Autonomy with normal supervision (Meets requirements)
	With the usual supervision of a beginner the student independently performs all necessary tasks of the job. 

	C
	Close supervision

(Partially meets requirements)
	Under close supervision the student performs some of the necessary tasks of the job. 

	D
	Constant supervision and assistance (Does not meet requirements)
	Under close and constant supervision the student performs some of the necessary tasks of the job. 

	N/A
	Not Applicable
	


Performance and attitude  
	Term 
	1
	2
	3
	4

	1. Observance of occupational health and safety rules
	
	
	
	

	2. Compliance with instructions 
	
	
	
	

	3. Accurate information and record keeping
	
	
	
	

	4. Compliance with storage or warehouse plan 
	
	
	
	

	5. Proper application of work techniques 
	
	
	
	

	6. Careful handling of products or merchandise to prevent damage 
	
	
	
	


Tasks
	Term
	1
	2
	3
	4

	1. Receive and store products, materials or raw materials
	
	
	
	

	 Receive products or materials: verify the quality and quantity received by comparing against invoices or other documents. 
	
	
	
	

	 Unpack, organize and put away products, materials in their proper storage area. 
	
	
	
	

	 Fill out administrative forms and forward them to the appropriate department or person. 
	
	
	
	

	 Record information for inventory purposes. 
	
	
	
	

	 Rotate stock and Clean shelves. (Optional)
	
	
	
	

	Distribute the products, materials or raw materials. (Optional)
	
	
	
	


	Term 
	1
	2
	3
	4

	2. Handles products, materials or raw materials 
	
	
	
	

	Load and unload trucks and other carriers. 
	
	
	
	

	 Move merchandise to work stations manually or using handling equipment
	
	
	
	

	Unpack, count, weigh and sort products. (Opt.)
	
	
	
	

	Prepare pallets for storing products or materials and place them in their designated area. 
	
	
	
	

	Put away products, tools and accessories.
	
	
	
	


	Term 
	1
	2
	3
	4

	3. Prepare merchandise for storage or shipping (Optional)
	
	
	
	

	 Select the materials designed to protect the merchandise during transport (cardboard, foam, plastic, bags, boxes, etc.). (Opt.)
	
	
	
	

	 Put the products, parts, accessories in boxes or protective bags. (Opt.)
	
	
	
	

	 Identify or label the merchandise, the packaged products, etc.  
	
	
	
	

	 Move the merchandise. Help load trucks or other carriers. (Opt.)
	
	
	
	


	Term 
	1
	2
	3
	4

	4. Prepare an order in a warehouse (Optional)
	
	
	
	

	Take note of the purchase order or verbal instructions.  
	
	
	
	

	 Retrieve the merchandise indicated on the purchase order. 
	
	
	
	

	 Select the materials designed to protect the merchandise during transport and wrap the merchandise. (Opt.)
	
	
	
	

	 Give customers their merchandise or place it in their car.
	
	
	
	


	Term 
	1
	2
	3
	4

	5. Assemble simple products (Opt.)
	
	
	
	

	Read the work sheet, assembly instructions or manufacturer’s manual. 
	
	
	
	

	 Unpack and organize the parts in order of assembly. 
	
	
	
	

	 Assemble the parts. (Opt.)
	
	
	
	

	 Check the assembly,  correct any problems, if applicable. (Opt.)
	
	
	
	

	 Clean, wash or polish the assembled product. (Opt.)
	
	
	
	


	Term 
	1
	2
	3
	4

	6. Ship merchandise
	
	
	
	

	Gather the products to be shipped. 
	
	
	
	

	 Wrap products, materials or raw materials. (Opt.)
	
	
	
	

	 Prepare the administrative documents and affix the shipping labels.  
	
	
	
	

	 Record information for inventory purposes. 
	
	
	
	

	 Charge customers for the merchandise. (Opt.)
	
	
	
	


	Term 
	1
	2
	3
	4

	7. Take inventory of merchandise (Opt.)
	
	
	
	

	 Count the products. 
	
	
	
	

	 Check the products and remove those that do not belong. 
	
	
	
	

	 Record information on the administrative forms or on the computer. 
	
	
	
	


	Term 
	1
	2
	3
	4

	8. Keep equipment and work areas clean and orderly
	
	
	
	

	Clean and tidy up equipment, materials, accessories, etc. 
	
	
	
	

	 Clean and sweep the work areas. 
	
	
	
	

	 Put away products and merchandise. 
	
	
	
	

	 Empty garbage cans. 
	
	
	
	

	Provide the person in charge with the list of missing products. (Opt.)
	
	
	
	


