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	Department
	 Shipping and Receiving 

	Job Title
	 Shipping and Receiving Clerk
	FLSA Status
	 Non-Exempt

	Role
	 N/A

	Sub Role (If any)
	 N/A

	Reports To
	 Shipping and Receiving Supervisor



1. Role Purpose:
(Provide a summary of the primary purpose of this role)
	· Perform shipping, receiving, order fulfillment, and inventory transactions to support the accurate, timely, and controlled movement of pharmaceutical products and materials.
· Maintain accurate physical inventory and warehouse records by verifying material identification, quantities, lot information, inventory status, and storage locations throughout receiving, handling, and distribution activities.
· Handle products and materials in accordance with approved procedures, applicable current Good Manufacturing Practices (cGMP), safety requirements, and established storage and shipping conditions.



2. Key Duties & Responsibilities:
(Briefly describe the essential activities that are performed by this role including key duties/responsibilities. Each statement should start with a verb. Additionally, indicate how frequently it is performed)
	· Receive and inspect incoming shipments for accuracy, condition, and consistency with purchase orders and supporting documentation.
· Record receipts, shipments, and authorized inventory movements accurately in the Warehouse Management System (WMS).
· Store products and materials in designated locations according to inventory status, storage conditions, and stock rotation requirements.
· Pick and verify products and materials against approved orders and internal material requests.
· Pack, weigh, and label outgoing shipments according to approved packaging and shipping requirements.
· Prepare accurate shipping documentation to support order fulfillment and carrier pickups.
· Load, unload, and transfer materials using approved equipment and safe handling practices.
· Operate assigned warehouse equipment in accordance with required training, authorization, and equipment inspection procedures.
· Receive and document returned products for placement in designated storage pending authorized disposition.
· Perform daily finished-product reconciliations and scheduled inventory counts to identify and report discrepancies.
· Maintain accurate warehouse records in accordance with approved procedures, cGMP, and data integrity requirements.
· Perform additional duties as assigned by the Shipping & Receiving Supervisor.




3.Typical Supervisory Responsibility:
(Identify any responsibilities the role has for supervising others)
	N/A



4. Education & Experience:
(Describe the education required for this role, including specifications, if any.  If equivalent experience or knowledge can be substituted for the educational requirements, A combination of Education and experience shall be considered.)

	Education Requirement
	Specialization (If any)

	· High school diploma or equivalent required.
	



	Experience Requirement


(Describe the experience required for this role. Identify the type of experience, number of years, and any additional comments on the experience and education requirements for the role.  Also, include any geography specific requirement that differs from experience.)
	· 1+ years of experience in shipping, receiving, warehouse operations, order fulfillment, or inventory control required.
· Experience verifying receipts and shipments, preparing shipping documentation, and maintaining inventory records preferred.
· Experience using a WMS or comparable computerized inventory system preferred.
· Experience in pharmaceutical manufacturing or another regulated environment with established material traceability and documentation requirements preferred.
· Experience operating forklifts, powered pallet trucks, or comparable material-handling equipment preferred.

	Number of Years 
(Minimum to Maximum)
	1+




Technical competencies/ Certifications/ Licenses:

(Briefly describe the required competencies such as skill, ability, and knowledge an individual must possess to perform the role. Also, identify any certification or licenses required to perform the role.)
	Technical competencies
	· Ability to follow written procedures, work instructions, and safety guidelines with a high level of accuracy.
· Strong attention to detail and commitment to documentation accuracy.
· Basic computer skills, including the ability to learn warehouse or inventory management systems.
· Ability to perform routine system transactions.
· Basic understanding of, or willingness to learn, cGMP and GDP requirements.
· Effective verbal and written communication skills.
· Ability to work effectively in a team-based environment and follow direction.
· Good organizational skills and the ability to manage assigned tasks in a structured environment.

	Certifications
	N/A

	Licenses
	N/A

	Other
	N/A




5.Physical demand and Work environment:
(Provide details regarding the physical demands and work environment that are essential to the role)
a. Physical demands:
	· Stand and walk frequently throughout warehouse, storage, shipping, and receiving areas.
· Sit intermittently while entering transactions or operating applicable material-handling equipment.
· Bend, stoop, crouch, and reach to access materials at varying heights.
· Use hands and fingers to grasp, handle, package, and manipulate materials and operate equipment controls.
Lift, carry, and move materials weighing up to 50 pounds.
· Push and pull carts and material-handling devices within established safe operating limits.


.
b. Work environment:
	This position works primarily in a warehouse and shipping/receiving environment within a regulated pharmaceutical facility. The work setting includes shipping and receiving docks, storage racking, staging areas, and designated locations for inbound and outbound materials. The role operates around material handling equipment and warehouse traffic, including powered industrial vehicles and pallet movement. Work may also occur in controlled storage areas (e.g., temperature-controlled or restricted-access locations) where environmental conditions vary by storage requirements. The position involves frequent movement throughout warehouse spaces and may include exposure to typical warehouse conditions such as moderate noise, fluctuating temperatures near dock areas, and airborne dust associated with shipping materials (e.g., cardboard). The work environment requires consistent maintenance of orderly, clearly labeled, and compliant storage and staging areas to support safe material flow and facility readiness.



6.Compliance:
	· Comply with all Company codes, policies, and procedures concerning ethics, quality, and compliance, including compliance with applicable laws, rules and regulations, including the Food, Drug and Cosmetic Act and all associated regulations.
· Timely and satisfactory completion of all required training, including training related to ethics, compliance, quality, and position-specific requirements.
· Understand the compliance responsibilities of your role.
· Commit to the Company’s culture of ethics and compliance. 
· Report all known or potential violations of Company codes, policies, and procedures, or of applicable laws, rules and regulations, to the Company as contemplated by the Company’s policies and procedures, including SOP-0015 (Escalation to Management on Critical Matters Pertaining to Quality and Regulatory Compliance), or through the Company’s FaceUp portal, available by telephone or online (details below). 


Compliance Hotline # (205) 354-2405
www.faceup.com
Download Faceup App using the
Passcode # KVKxxxx1842
Or scan QR Code below
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