JOB DESCRIPTION

Department:  Cutting
Position Title:  Administrative Clerk
Position Status:  Full time
Schedule:  Monday – Friday 7:00am-3:30pm
Essential Functions:
1. Establish and maintain inventory control using the MRP system.
2. Establish and maintain contact list for purchasing materials for the cutting department.
3. Place supplier purchase orders and complete receivers using the MRP inventory program.
4. Establish and maintain an organized filing system for order control, inventory control, shipping, and quality control within the department.
5. Perform general reporting.
6. Prepare customer’s shipment packets according to requirements.
7. Perform other duties as assigned to support the cutting department.
Qualifications
1. Minimum attendance required 100%.
2. Excellent communication skills
3. Excellent computer skills including strong Microsoft Office and date entry skills.

4. Excellent organizational skills.

5. Able to organize and create systems and procedures for timely and accurate completion of work.

6. Able to multi task.

7. Able to work individually and as a team.

8. Must get along with other associates.

9. Willingness to work overtime as required.

10. Able to follow directions and work well with minimum supervision.
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