
 

      
US Supply Company, Inc. 

Job Description 
 

Position Title: Warehouse Associate 

Reissue Date:  September 2025 

Reports To:   Warehouse Supervisor or Warehouse Manager 

Direct Reports:  None 
FLSA Status:  Non-Exempt (Hourly) 

 

JOB SUMMARY: 

The Warehouse Associate position is responsible for the accuracy, integrity and safety of the products 

incoming, stored in, and outgoing from our warehouse and branch facilities.  This position requires proper 

certification to safely and correctly use all material handling equipment and treat all company property with 

respect and careful attention.  It involves accurately picking and packing orders for shipment, labeling and 

staging orders, and loading trucks for the safety and integrity of the load, for unloading trucks, accurately 

receiving incoming shipments, stocking shelves, scanning correct products and quantities and posting receipts 

into our Eclipse system.   

 

DUTIES AND RESPONSIBILITIES: 

1. Responsible for product receiving, put away, picking, and all material movement.  

a. Processes orders accurately and efficiently  

b. Identifies products based on product codes and/or physical characteristics.  

c. Inspects all products for defects and damage 

d. Stocks products in the appropriate location and updates the system with the appropriate location.  

e. Ensures all products are properly labeled with product ID, unit quantities and order information as 

appropriate.   

f. Updates Eclipse system 

  

2. Loads and unloads trucks based on safe processes and material handling techniques 

 

3. Packages the products which are picked for safe transport of materials within the truck 

 

4. Verifies incoming and outgoing material against purchase and transfer orders and inputs corrections into the 

system.  

 

5. Obtains vendor & shipping company personnel signatures upon receipt of products  

 

6. Conducts accurate cycle counts to verify inventory accuracy as directed.  

 

7. Participates in the training of new warehouse associates and communicates/ collaborates with other 

associates to maximize overall effectiveness   

 

8. Offers suggestions for continuous improvement to their supervisor.  

 

9. Safely operates material handling equipment such as forklifts and order pickers and utilizes an RF scanner 

correctly to record inventory changes.   

 



 

a. The associate may utilize UPS and Eclipse systems to create labels and shipping documents for 

products and shipments.  

i. Labels designated hazardous material according to the Safety Data Sheet provided by the 

manufacturer.   

 

10. Maintains Aisles and all equipment in assigned areas in a clean and organized manner.  

a. Removes trash to keep aisles clear 

 

11. Promotes cooperative relationships with our branches, customers, vendors, support staff   

a. Follow all policies and procedures established by the company.  

 

12. Performs all other duties as assigned.  

 

Qualifications 

 

• Education: High School or GED  

• Experience: Minimum of 1+ years distribution and or logistics warehousing preferably in the plumbing 

HVAC industry using RF scanning technology.  

• Strong interpersonal skills and the ability to build and maintain relationships with other employees, 

customers and vendors. 

• Must have basic math skills, accuracy in reading numbers and written English.  

• Ability to operate forklifts and order pickers, and all other warehouse machinery. 

 

Work Environment 

Work is primarily performed in a warehouse (not clean) but some product is stored outside. Space is typically 

heated and ventilated but not cooled.   Loading and unloading is typically performed at a loading dock as part of 

the warehouse.   

 

Physical Requirements:  Ability to bend, reach and lift up to 70 lbs of product onto and off of skids. Ability to 

be working on feet (standing and walking) all day, to climb onto an order picker, move skids with the aid of a 

pallet jack, use of all warehouse equipment. 

Travel:  Negligible.  

 
Position Type and Expected hours of work: Full Time/Regular.  Hours are Monday – Friday on first shift, or 

Sunday to Thursday evening on the late shift.  

 

Employee’s Acknowledgement 

I have carefully read and understand the contents of the position description. I understand the responsibilities, 

requirements, and duties expected of me and further understand that this is not an exhaustive list of 

responsibilities, skills, duties, requirements, effort, or working conditions associated with this position. While 

this list is intended to be an accurate reflection of the current position, the Company reserves the right to revise 

the functions and duties of the position or to increase or decrease the scope of responsibilities of the position 

when circumstances dictate, as determined by the President. 

 

I also understand that this job description does not constitute a contract of employment nor alter my status as an 

at-will employee. I have the right to terminate my employment at any time for any reason, and the Company has 

a similar right. 

 

   

 Employees Signature          Date 


