Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Receiving Agent


DIVISION: Accounting 

JOB CODE:   510080



DEPARTMENT: Finance
FLSA: Non-exempt 

GRADE:  NO

LOCATION: Denver West
POSITION REPORTS TO:  Accounting Manager
SUMMARY:
To coordinate the receipt of the highest quality and most competitively priced supplies, equipment and services for company properties.  To document the receipt of all materials, equipment, supplies, bids and services.  To effectively coordinate receiving operations with related accounting and warehousing operations, which includes recordkeeping, billing, shipping, receiving and  distribution.

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Coordinates the receipt of the highest quality and most competitively priced supplies, materials, equipment and services for company properties.

3.
Documents the receipt of all materials, equipment, supplies, bids and services.   

4.
Communicates with vendors regarding the shipping, delivery or receipt of supplies, materials, equipment and services, as directed.

5.
Communicates with departmental supervisors and managers to communicate and discuss the receipt of supplies, materials, equipment and services.

6.
Coordinates receiving operations with related accounting and warehousing operations, which includes recordkeeping, billing, shipping, receiving and  distribution.

7.
Develops and maintains effective working relationships and good customer service skills with all GUESTS and CAST MEMBERS.

8.
Coordinates with the Purchasing Agent to ensure that supplies, materials, equipment and services are ordered, received, delivered, and distributed accurately and promptly.

9.
Monitors operations to ensure that physical inventories are conservative, well organized and maintained. 
10.
Performs duties in compliance with the Colorado Limited Gaming Act.

11.
Ensures that subordinates or co-workers order, receive, store and deliver supplies and equipment according to established safety and security protocols.

12.
Develops, recommends and implements, as directed, receiving policies and procedures.

13.
Performs other duties, including special projects, as needed and directed.
JOB CODE:   510080
DATE CREATED/REVISED: June 1994


JOB TITLE:  Receiving Agent


QUALIFICATION REQUIREMENTS:

Demonstrated knowledge of and experience ordering, negotiating, purchasing, receiving and distributing supplies, equipment or services.  Demonstrated experience developing and maintaining a physical or stockless inventory.  Demonstrated effective and diplomatic customer service and communication skills with employees and customers and, a demonstrated extensive experience negotiating for supplies, equipment and services.

EDUCATION AND/OR EXPERIENCE:

Graduation from High School.  Three (3) or more years of recent and related purchasing and receiving experience, including responsibility for coordinating warehousing, supply and distribution operations.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: No decision making is required beyond scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  Must have a valid Colorado Driver's License, with a good driving record and must be at least twenty-one (21) years of age.

OTHER SKILLS/ABILITIES: No additional skills are required.

PHYSICAL DEMANDS:  Essential duties involve performing physical exertion: brisk walking, climbing stairs, stooping, bending, stretching, reaching, pushing and standing for an entire work shift with standard breaks.  Essential duties require lifting from 50 to 100 or more pounds; and working a standard work week.

WORK ENVIRONMENT:  Essential duties involve working with large numbers of people while primarily in an inside environment, which may be loud or containing high noise levels and cigarette smoke.

MATERIALS AND EQUIPMENT DIRECTLY USED:  Various purchasing, receiving and warehousing equipment, including fork lifts, dollies, shelves for stocking, and carts.  Toxic or caustic chemicals may be received, stored, used, handled or distributed by incumbents.  General office equipment is may also used, including typewriters, computers, photocopiers, staplers and tape.
Prepared by: 
______________________    Date: _______________________

