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JOB DESCRIPTION
Position:

Gift-in-Kind Warehouse Manager
Reports to:

Vice President of Community Impact

Job Category:
Full-time, exempt

Purpose:
To manage all operations associated with United Way’s Gift-in-Kind (GIK) Warehouse.  This includes logistics, product management, volunteer management, and member agency relations.  

Minimum Job Requirements:

To qualify for this position, an individual must meet the following minimum job requirements:
· High school diploma or equivalent;
· At least 3 years experience in warehouse management; 
· Three years of supervisory experience preferred; 
· Ability to lift 50 pounds; 
· Valid forklift operators license/certification; 
· Ability to tolerate varying working temperatures consistent with warehouse operation;
· Effective oral and verbal communication skills;
· Excellent customer service skills;
· Knowledge of Microsoft Office, including Outlook, Word, Excel, and Internet Explorer;
· Basic organizational and multi-tasking skills;
· Ability to use basic tools (screwdriver, wrench, etc.); 
· Valid drivers license and access to transportation throughout the workday; 
· Ability to read, write, understand, and speak English fluently.
Drug screening and an SLED background check is part of the pre-employment review.
Job Responsibilities:

The GIK Warehouse Manager will be responsible for the management of all activities associated warehouse logistics including, but not limited to:

· Coordination of product receipt to warehouse;
· Organizing flow of product into and through the warehouse;

· Stocking/maintaining area with appropriate product for member ‘shopping;’

· Establishing and enforcing appropriate limits for product selection;

· Distribution of excess product to third party buyers/recipients;

· Maintaining relationships with appropriate representatives from Wal-Mart Corporate; 

· Maintaining relationships with appropriate representatives from Exel Logistics; and

· Maintaining relationships with third party buyers/recipients of excess product.

The GIK Warehouse Manager will be responsible for the management of all activities associated warehouse operations including, but not limited to:

· Ensuring compliance with appropriate OSHA, fire and other relevant safety codes;
· Monitoring physical condition of warehouse and equipment;

· Controlling warehouse expenses including utility consumption; 

· Coordinating timely and appropriate flow of financial, product, volunteer and productivity reports to United Way’s office, WalMart Corporate, and Exel Logistics; 

· Monitoring and controlling theft and product misuse;

· Enforcing GIK Warehouse policies and procedures;

· Monitoring adequacy of GIK Warehouse policies and procedures and recommending revisions as appropriate; 

· Supervising warehouse staff; 

· Maintaining an organized and tidy warehouse; and

· Assisting in preparation of annual budget.

The GIK Warehouse Manager will be responsible for the management of activities associated with volunteer management including, but not limited to:

· Initial and ongoing volunteer training;
· Supervising volunteer work and providing feedback for improvement;

· Supporting volunteer needs, including regularly thanking volunteers for their service; and
· Maintaining appropriate records of volunteer service.

The GIK Warehouse Manager will be responsible for the management of activities associated with member agency management including, but not limited to:

· Agency training; 

· Ensuring agency compliance with relevant policies and procedures;
· Enforcing product limits; 

· Appropriately intervening in agency disputes; and
· Ensuring a positive experience for member agency representatives.
In addition to these job-specific responsibilities, the GIK Warehouse Manager must fulfill the following organizational requirements:

· Uphold the mission, vision, and values of United Way of the Piedmont;

· Adhere to all personnel policies and practices outlined in United Way of the Piedmont’s Employee Handbook; 

· Keep immediate supervisor informed of all pertinent information related to outlined job responsibilities; and 
· Other responsibilities as assigned by Vice President of Community Impact and President/CEO.
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