Community Action Agency of Delaware County, Inc.
Position Description
Position Title:
Warehouse Coordinator
Immediate Supervisor:
Support Services Manager
Salary Range:
$28,000-$40,000
Full-Time, Exempt position, eligible for benefits, immediately
Position Summary:







     


        
Oversee operations of Donations Warehouse including staffing, pick-up, promotion, distribution and delivery.
Primary Duties and Responsibilities:








1. Respond to calls regarding donations and arrange for in-home pick-up of donated items.
2. Document receipt and distribution of all donated goods and facilitate acknowledgements.
3. Coordinate with social service providers to arrange for client appointments, intake, payment and delivery of items.
4. Maintain an organized and clean facility.
5. Supervise Warehouse staff including scheduling and back-up when needed.
6. Take items of worth to auction.
7. Make appropriate client purchases with donated/auction money.
8. Other duties as required.
Position Objectives:   









 
1. Provide quality services to donors and clients.
2. Promote the Donations Warehouse and CAADC.
Qualifications:











This position requires a minimum of a Bachelors Degree from an accredited college or university.  Also required is a minimum of five years experience in the warehouse, moving, construction or maintenance field with at least two years of supervisory/management experience or an acceptable combination of education and experience.
Physical Demands:











The physical demands described in this section are representative of those that must be met by an employee to successfully perform the essential functions of this position.  While performing the duties described herein, the employee is regularly required to talk, hear, stand, walk, maneuver stairs, sit, stoop, kneel, crouch and crawl.  The employee must occasionally lift and/or move up to 75 pounds.  Specific vision capabilities required by this position include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.
Work Location/Environment:









Most of the work for this position takes place at:



900 Carpenter’s Crossing



Folcroft Industrial Park



Folcroft, PA  19032
This position involves frequent travel to destinations throughout Delaware County and surrounding counties.
While performing the duties of this position, the employee is occasionally exposed to wet and/or humid conditions and outside weather conditions.  The noise level in the work environment is generally moderate.
The statements contained herein describe the scope of the responsibility and essential functions of this position, but should not be considered to be an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned including work in other areas to cover absences or relief to equalize peak work periods or otherwise balance the workload.

I certify that I have read this position description and understand my duties and responsibilities as stated herein.  I further understand that this job description does not in any way constitute a contract for continued employment.  Community Action Agency of Delaware County, Inc. maintains an at-will policy of employment, which means that employment and compensation may be terminated with or without cause and with or without notice at any time at the option of either the employer or the employee.
_______________________________________________

____________________
Employee Signature






Date
_______________________________________________

____________________
Supervisor Signature





Date
To apply for this position, send a resume with cover letter to:
Human Resources
Community Action Agency of Delaware County, Inc.
2nd & Orange Streets
Media, PA  19063
Fax #:
610-565-9332


E-mail: mitchellr@co.delaware.pa.us
Updated 10/23/2009

