
           GMI Solutions - Job Description   
 

Job Title: Warehouse Associate FLSA Status:  Non-Exempt, Hourly  

Department: Warehouse Reports To: Warehouse Manager    

Prepared By: Human Resources  Prepared Date: 4/13/2021 

Approved By:  Approved Date:  4/13/2021 

 

SUMMARY  
Under the direction of the Warehouse Manager, the Warehouse Associate is responsible for assisting with 
various warehouse duties and building maintenance tasks. 

ESSENTIAL DUTIES AND RESPONSIBILITIES  
This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and 
responsibilities as management may deem necessary to meet the needs of the organization from time to 
time, as needed.   
• Assist with warehouse duties such as: supply manufacturing areas with needed materials from 

inventory; load or unload trucks and materials onto or from pallets, trays, carts or shelves; prepare 
customer orders for shipping; check shipment for correct materials, packing, and crating, tagging and 
handling instructions, loading and bracing, etc. 

• Perform building maintenance activities to include:  collect and remove all waste, placing recyclable 
materials in the proper containers; sweep and/or mop floors; vacuum carpets and rugs; replace burned 
out lights; replace or repair ceiling tiles; patch/paint walls; all other building related activities. 

• Grounds maintenance, such as pick up and dispose of trash on lawns and in parking lots; remove 
snow using snow removal equipment and shovels; spread snow and ice melting chemicals on 
sidewalks and parking areas. 

QUALIFICATIONS  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
Requires a high school diploma or equivalent; and some prior related work experience, preferably in a 
manufacturing environment.  
 
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED 

1. Must have working knowledge of computers and Microsoft Office applications. 



2. Must have the ability to read and understand manufacturing instructions and requires basic 
mathematical skills. 

3. Requires good oral and written communication skills in order to interact professionally and 
courteously with other Associates. 

4. Must be able to work independently with little supervision.   
5. Ability to operate a forklift is a preferred.  

 
PHYSICAL REQUIREMENTS AND WORKING CONDITIONS 
The physical demands described here are representative of those that must be met by an associate to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. The phrases “occasionally,” 
“regularly,” and “frequently” correspond to the following definitions: “Occasionally” means up to 1/3 of 
working time, “regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and 
more working time.  
 
While performing the duties and responsibilities of this position, the associate is frequently required to 
stand and use hand(s) to operate tools and handle parts. The Associate will occasionally talk and listen, 
climb or balance, reach above shoulders, bend at the knees or waist. H/she will frequently sit, walk, use 
hands to finger, handle or touch, stoop, kneel, crouch or crawl and move from place to place. Specific 
vision requirements for this position include close vision, color vision and depth perception. Must be able 
to regularly lift and move items weighing 10-50 pounds and occasionally lift and move items weighing up 
to 80 pounds. 
 
 
 
Date Job Description Reviewed: _____________________________ 
 
Associate Signature: ___________________________________________________________________ 
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