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Job Description
Position:

Warehouse Clerk 

Location:

Food Distribution Warehouse, Worley, ID

Supervisor:

Food Distribution Program Manager, Social Service 
Summary: 
The Warehouse Clerk will be responsible for the distribution, receiving, unloading, stacking, and inventorying USDA commodities. Maintaining the warehouse in a clean and sanitary environment.  Additional duties include assisting and filling in for Certification Clerk as needed. 

Essential Functions: 
· Distributes food orders to clients.

· Receives, unloads, stacks, and inventories incoming shipments.  Manually counts all inventory received.

· Conducts periodic inventory counts following daily, weekly, and monthly schedules.

· Maintains temperature charts for the building, coolers and freezers daily.

· Maintains damaged product count on the appropriate form daily.

· Order fresh produce weekly and maintain inventory for freshness.

· Pre-weight and bag all fresh produce items before distribution to clients.

· Cleans and maintains the commodity warehouse inside and outside following the daily, weekly, and monthly schedule.

· Reports all warehouse repairs and maintenance needs to the manager.

· Assist Certification Clerk by issuing monthly order on AIS system as needed.

· Assist clients with carrying and loading commodities into vehicles.

· Assist with delivering monthly food orders to clients.

· Assist with answering incoming calls, take messages, and forward to the Manager or Certification Clerk.

· Willing to learn new skills when the opportunity is granted.

· Treat recipients in a respectful non-judgmental manner.

· Maintains strict confidentiality of all client services.

· Other duties as assigned to promote the efficient and effective operation of the Food Distribution program.

Knowledge, Skills and Abilities:
· Ability to understand and execute oral and written instructions

· Ability to work with the general public in a courteous and helpful manner

· Ability to work with minimum supervision

· Basic computer skills in Microsoft Office, Excel and Outlook, Windows and FDPIR Inventory Management System.

· Physical strength and ability to lift, carry and stack boxes and other bulky materials.

· Ability to contribute to a positive working environment.

Qualifications:
· High School Diploma and/or GED

· Basic typing and computer skills

· Knowledge of basic arithmetic.
· Encouraging sobriety from alcohol and drugs for the past three years.  Must not have misdemeanor/felony convictions related to controlled substance of alcohol or drugs, or any misdemeanor or felony convictions related to abuse, neglect, or endangerment of a person.
· Appropriate foot protection and clothing suitable to warehouse conditions.

· Must posses a valid Driver’s License

· Operation of a Hyster (forklift) required.

· CPR / First Aid Certification (willing to obtain within six months)

· Hyster certification (willing to obtain within six months)

· Food Handlers Card (willing to obtain within six months)
· Must be able to lift up to 50lbs repetitively.  

· Must not have been convicted of a felony involving dishonesty within the past five years.
Working Environment and Physical Demands:
Typical work in a warehouse environment.  Operation of a hyster required.  Unloading truck loads of food, organizing and stacking inventory.  Physical activities include bending, stooping, reaching, walking, kneeling, lifting and carrying up to 50 pounds.  Providing a confidential environment for recipients.  Standing for extended periods of time.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy. Applicants are subject to a pre-employment drug test and at-random testing following employment. Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.
To apply, submit a Tribal application to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851 or fax to 208/686-6216.  For more information, visit our website at www.cdatribe-nsn.gov/hr.shtml   or call 208/686-4068.
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