
Receiving Clerk - Job Description 

JOIN our TEAM on 1st or "2nd shift" (off shifts receive $1 more per hour) 

We are seeking 1st and 2nd Shift Receiving Clerk to become an integral part of our 
team here in a Wooster, Ohio! We offer a consistent work schedule, insurance options 
and competitive pay. The ideal candidates will be capable of working with minimal 
oversight but willing to follow directions closely. 

Responsibilities: 

· Collaborate with procurement staff to list expected deliveries. 

· Receive shipments and sign paperwork upon receipt. 

· Unload packages from incoming trucks. 

· Inspect contents to ensure they are undamaged. 

· Verify packages according to order and invoices (quantity, quality, price etc.). 

· Contact supplier or shipper if a mistake is identified. 

· Assume responsibility for returning unsatisfactory shipments or receiving 
replacements. 

· Label deliveries and allocate them to their designated place. 

· Ensure invoices are signed and paid for satisfactory deliveries. 

· Maintain accurate records and assist in inventory control 

Qualifications: 

· Proven experience as receiving clerk or similar position. 

· Experience in operating forklifts. 

· Working knowledge of computer programs for entering data. 

· Solid understanding of health and safety regulations. 

· Basic math and recording abilities. 

· Excellent organizational skills. 



· Great communication and interpersonal abilities. 

· Keen eye for detail. 

· Good physical condition 

Benefits Include: 

· Medical, Dental, Vision, Supplemental plans 

· Paid Holidays 

· 401K 

· Vacation 

· Employee Assistance Program 

· Life Insurance 

We are looking for a responsible Receiving Clerk to receive, inspect and record 
shipments with raw material or products. You will be responsible for unloading 
packages and checking their contents to ensure they match the orders. A receiving 
clerk must have a great eye for detail and basic math skills. They must also have 
adequate physical strength to unload shipping's as well as the clerical skills to update 
records and follow up with suppliers. 

 


