
Job Title: Warehouse Specialist 

Work Location: 

Division/Department: Parts

Reports to: Director of Aftermarket 

n Full-time
o Part-time

o Exempt
n Nonexempt

Essential Duties and Responsibilities: 
The Warehouse Specialist is responsible for maintaining a clean, organized, and safe work standard for the 
Parts Department. The Warehouse Specialist will fulfill the Company's commitment to deliver excellent 
service.

Key Responsibilities
 Deliver and pick up parts as needed. 
 Check in inventory, including loading and unloading freight. 
 Be proficient in using all equipment in the Parts Department. 
 Keep the display, parts, and warehouse areas clean, organized, and stocked.
 Ensure all parts are properly identified with stock numbers.
 Load and unload freight trucks using forklifts, pallet jacks, and hand trucks.
 Check in inventory promptly, noting and reporting any discrepancies to the Aftermarket Operations 

Manager.
 Make parts deliveries within established company boundaries.
 Pick up needed parts from various locations, ensuring accuracy of packing slips.
 Assist in maintaining and checking Parts Department vehicles at regular intervals.
 Check incoming brake shoe cores for "go” or “no go" and separate, count, and wrap.
 Participate in Parts Inventory counts and perform daily cycle counts.
 Review and be familiar with a significant portion of the products in the store.
 Communicate any problems or customer complaints to the supervisor immediately.
 Attend Company/Vendor education sessions and customer appreciation events.
 Communicate desired training needs to the Aftermarket Operations Manager.
 Assist in pulling parts for the Service Department and delivering them to the job.
 Accurately pull parts based on issued invoices.
 Other duties as assigned.

Standards
 All work should be orchestrated, documented, and completed in a timely manner.
 Adhere to company policies and procedures.
 Maintain harmonious relationships with all business partners, including customers, vendors and team 

members.
 Maintain a neat and well-groomed appearance, including proper care of company shirts.
 Safely operate hand power tools.



 Demonstrate basic reading, writing, and arithmetic skills.
 Exhibit good communication and public relations skills.
 Comply with all government laws, regulations, ordinances, and court rulings.
 Always conduct oneself in an ethical manner.

Education and/or Work Experience Requirements: 
 Practical experience and skills in warehouse operations are often highly regarded.
 Hands-on experience in inventory management, order fulfillment, warehouse organization, and 

operating warehouse equipment such as forklifts and pallet jacks are preferred. 
Physical Demands & Work Environment: 
The physical demands and work environment characteristics described are representative of those that must 
be met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodation will be made to enable individuals to perform the essential functions in accordance with 
applicable legal requirements. 

 Lifting and Carrying: Warehouse Specialists may need to lift and carry heavy objects, such as boxes 
or packages, weighing anywhere from a few pounds to potentially 50 pounds or more. This may 
involve manual lifting, using proper lifting techniques, or utilizing equipment like hand trucks or pallet 
jacks to move heavier items.

 Standing and Walking: Warehouse Specialists typically spend a significant amount of time on their 
feet, moving around the warehouse, locating, and retrieving items, and fulfilling orders. Walking, 
climbing stairs, and navigating through the warehouse are common activities.

 Bending, Stooping, and Reaching: The job may require frequent bending, stooping, and reaching to 
access items on lower shelves, retrieve products, or organize inventory. This can place demands on 
the back, legs, and upper body.

 Operating Equipment: Warehouse Specialists may operate various equipment, such as forklifts, pallet 
jacks, hand trucks, or other machinery, which can require physical coordination, manual dexterity, and 
the ability to handle controls and maneuver the equipment safely.

 Repetitive Motions: Some tasks, such as packaging or labeling items, may involve repetitive motions 
or fine motor skills, including using handheld scanners or entering data into computer systems.

 Physical Stamina: Warehouse work often involves continuous physical activity throughout the shift, 
including walking, lifting, and moving items. Warehouse Specialists should have the physical stamina 
to withstand the demands of the job and work efficiently.

 Safety Considerations: Due to the nature of warehouse operations, adherence to safety guidelines 
and proper use of personal protective equipment (PPE) is essential to minimize the risk of accidents or 
injuries.

Print Employee Name:

Employee Signature:                                                                                                     Date:


