GOODWILL INDUSTRIES OF WAYNE & HOLMES COUNTIES, INC.

524 PALMER STREET
WOOSTER, OH 44691

POSITION DESCRIPTION
TITLE OF POSITION:

Warehouse and E-Commerce Processor

IMMEDIATE SUPERVISOR:
E-Commerce Manager
DATE:



11/01/2021



STATUS:



Non-Exempt 
FUNCTION:



Process and sort raw donations at the warehouse
ESSENTIAL FUNCTIONS

1. Sorts and processes raw donations (purchased/stored/donation drive carts) at the Goodwill warehouse into determined categories for use by the E-Commerce department, Retail department, and/or Transportation department. 

2. Ensure Goodwill quality control standards are met.

3. Inspect housewares, textiles, furniture, etc. to determine salability.  This includes testing electronic merchandise to determine safe operations.

4. Store donations of HIGH quality or HIGH value in locking carts designated for e-commerce sale. 

5. Must be able to work without, or with limited, supervision in a safe and efficient manner. 

6. Handles each donation (hardlines+softlines) with care and utilizes material handling tools, such as gaylord tippers and double stackers, safely and efficiently to assist with daily job functions.

7. Sorts damaged, stained, broken items into salvage categories.  May also assist with baling/waste processes.

8. Meets and exceeds weekly production goals for each category and utilizes accurate reporting methods to track all donation production and inventory.

9. Works closely with E-Commerce and Retail departments in order to fulfill each department’s inventory needs. 

10. Regularly train with E-Commerce manager to build expertise in sorting items for sale on ShopGoodwill.com.  

11. Works closely with the transportation department on general inventory counts, product storage, and product ordering, and product arrival scheduling. 

12. May assist with donation pickup process/donation drive pickups as needed.

13. Supervise, mentor, and train program participants assigned to the Warehouse Sorting area on the job duties and expectations.  

14. Must be able to learn and retain instructions, follow established general organization policies and procedures.

15. Must be able to stoop, squat, bend, twist and hang merchandise head high

      or above

16. Must be able to lift boxes, bags, of up to 50 lbs. from floor to chest height.

17. Must attend mandatory training functions and store informational meetings.

18. Performs any other duties as assigned by the E-Commerce Manager, Warehouse and Transportation Manager, and Donated Goods Director.

REGULAR DUTIES

1. Maintains a good working relationship and provide excellent customer service to all consumers, staff, customers, and supervisors

2. Has respect for the feelings of others, is courteous and possesses the ability to build effective internal and external relationships

3. Complies with all established work rules, policies, procedures, and safety rules

4. Represents the organization in a professional and courteous manner

5. Is able to educate stakeholders and community about the entire agency

REQUIREMENTS

Positions Supervised:  None
Education:  

High School diploma and related experience.
Experience: 

1-3 years of retail operations (Goodwill retail operations preferred)
Certifications: 

Forklift
Other Requirements:
License Check - valid driver’s license and proof of insurability or is able to provide transportation.

Background Checks - The offer of employment will be based on the outcome of the background check

Drug and Alcohol Screen - Must pass a drug and alcohol screen prior to employment. Subject to random testing.

Required Training:

Customer service, Harassment, Diversity, Orientation, Drug and Alcohol, Hazardous 
Material, Loss Prevention, Workplace Violence, Retail Training, Forklift
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