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 Position:  Receiving Clerk
 Location:  Sauk Rapids, MN
 Exemption Status:  Non-exempt

 Division/Department:  Assembly and Warehouse Operations
Position Summary:

Responsible for all duties associated with receiving raw materials, parts, products, and returned goods including unloading trucks, quality inspection, counting, labeling and moving the material onto racks and other locations.
Primary Responsibilities:       
· Unload freight, material, and parts by hand, and/or with forklift.
· Inspect materials received for freight damage.  Document and report damage. Accept or reject the materials received.

· Match packing lists with PO and verify all quantities, size and dimension with PO and types of material.  Provide purchasing with all paperwork on accepted material.
· Quality check all incoming goods against prints, drawings or sample parts.
· Label accepted goods with date, part number, and quantity.

· Keep receiving area clean and free of debris.  

· Maintain safety in all duties performed.
· Responsible for managing the teams to load and unload large containers at both distribution facilities, ensuring the work is done timely, efficiently and safely.

· Report any material problems to purchasing and quality control.
· Stage all received product for stocking.  Assist with cycle counts and location audits.

· Perform material handling, production and shipping duties as needed.  Back up to Material Handlers
· Incorporate the philosophy of continuous improvement in all tasks.
· Provide work direction to material handlers on daily work activities.
· Service internal and external customers with a sense of urgency.
· Provide feedback to department manager on performance of receiving staff.
· Other duties and special projects as assigned.  

Qualifications and Skills:

· High school diploma or GED
· Requires a valid driver’s license with good driving history

· 1-3 years prior lift truck experience preferred

· Must be able to operate a combination of lift trucks safely and efficiently
· Basic computer skills

· Previous leadership experience preferred
· Team Player

· Dependable 
· Problem Solver

Reports to:  Shipping and Receiving Supervisor
Working Conditions:

Work days are Monday through Friday, 8:00 a.m. to 4:30 p.m. and overtime as required.   

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand and use hands to finger, handle, or touch objects, tools, or controls. The employee is occasionally required to walk; sit; reach above shoulders; climb or balance; stoop, kneel, crouch, or crawl; talk or hear; and use foot/feet to operate machine. The employee must regularly lift and/or move up to 10 pounds and frequently lift and/or move up to 50 pounds. Any weight over 50 pounds requires another person or machine to assist.  Specific vision abilities required by this job include close vision and peripheral vision.

About Pinnacle Climate Technologies

Pinnacle Climate Technologies invents, develops, manufactures and distributes heating and ventilation solutions through commercial, industrial, agricultural, and other retail channels throughout the world. With manufacturing in North America and Asia,  Pinnacle serves a diverse customer base in over 25 countries, on every continent. With brands that include MASTER®, Schaefer®, Remington®, Pro-Temp®, Americ®, and Stanley®, Pinnacle is positioned as the global leader in construction heat, and industrial, commericial and agricultural ventilation products. 

For more information call 800.641.6996, email sales@schaeferventilation.com or visit www.pinnacleclimate.com 

Equal Opportunity Employer.  All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, disability, veteran status, national origin or other legally protected classifications.
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