
Position Title:

Reports to (title):

Associate:

Position Description

Ensure equipment is in condition to exceed quality and company standards

Manage diagnostic and preventive maintenance on material handling equipment, with outside service company or 

Maintenance Lead

Direct all personnel in warehouse and distribution areas

Exhibit flexibility in multiple projects and changing priorities

Communicate and deliver service that elicits a "WOW" response from our customers

Process shipments to and from our customers and suppliers

Negotiate the best possible freight solutions at the lowest possible cost

Process all parcel shipments

Respect the value and contribution of others.

Treat others how they themselves want to be treated.

Uses the best methods, and the best use of resources possible.

Integrity - Honoring God in all we do.

Conducts themselves truthfully.

Be a creator and refuse to tolerate behavior that destroys

Creates an environment that is receptive to ideas and creative endeavors

 Position Description Acceptance

Excellence - The right people working together to achieve the best results.

Earns trust by doing what they say.

Acts justly (Act in honesty and fairness).

Places right action before image.

Superior and continually improving performance in all they do.

Invest in the development of others.

Achieves open and honest communication.

Effectively and passionately represent the values of Bethany Press International to customers

Demonstrate a passion for providing outstanding service to customers and others

Relationships - Creating authentic community through healthy relationship.

Achieves mutually beneficial relationships.

Employee Signature Date

Innovation - Empowering each other to create.

Uses creativity to lead to new opportunities or increased effectiveness

Stimulates, encourages, supports, and empowers other people's ideas

Ensure daily inspections are kept up to date according to OSHA standards

Process and ship all of Jerico fulfillment orders

Coordinate shipments between publisher's brokers and their customers

Route shipments for all prepaid customers

Process EDI shipments to fulfillment centers as needed

 Core Values

Communicate with excellence with vendors and brokers to ensure smooth and on time deliveries

Ensure a clean, healthy, and safe work environment

Be self-managed and self-motivated toward excellence and order
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Warehouse & Logistics Coordinator

Organize, document, and maintain SOP's for warehouse and distribution operations and equipment maintenance

Ensure the team provides necessary services that enable all departments to accomplish daily production schedules set for 

each production area

Serve as back up Material Handler

 Key Areas of Responsibility

Train and Direct Warehouse & Distribution team to exceed company standards and maximizing quality, and 

minimizing labor dollars


