Milwaukee Habitat for Humanity Job Description

Title:




ReStore West – Warehouse Supervisor
Date Prepared:

3/1/17
Department:


ReStore West
Reports to:


ReStore Manager West
Position Overview:
This positon is responsible for supervising the day-to-day operations of the MHFH ReStore West Donation Center and is responsible to ensure proper pricing, cleaning, reassembly and testing of all donations before they enter the sales floor.
Job Task and Responsibilities:
· Provide a positive experience with donors, volunteers, customers, and coworkers.

· Maintain communication with store staff personnel on needs/pricing/distribution.
· Maintain a line of communication with the Logistics Supervisor in regards to donations and inventory coming on our trucks and large lot donations being delivered.
· Supervise the warehouse area, including donation intake, processing area, sold area, scrap processing, warehousing, truck unloading, and trash. 
· Monitor and maintain an adequate supply of tools, price tags, office supplies, donation receipts, first aid and janitorial supplies.

· Receive, inventory, price and distribute large volume donations & purchased goods to the appropriate stores.

· Provide pricing guidelines and strategies to the store locations in order to maintain consistency among stores.

· Assist store staff with pricing and research on unique items.

· Supervise metal recycling program including maintaining relationship with recycling companies and providing on-site training to maximize scrap value.
· Ensure that we clean items before they are taken into the store so they will create a positive impression with our customers and sell more quickly.

· Work with the Truck Drivers and Donation Center Associates to insure all donations are removed from the truck in an efficient manner.

· Work diligently to insure that donations arrive at the store in the same condition in which they were picked up.
· Work in a safe manor so as not to endanger yourself or others.
· Provide direct supervision and guidance to any volunteers or staff working in the warehouse.

· Provide appropriate donation forms for customer drop-offs when appropriate. 
· Maintain a clean and safe work environment in the warehouse.
· Analyze and troubleshoot existing systems and make suggestions as to the improvement and innovation of existing systems.
· Maintain equipment belonging to the warehouse.
· Provide excellent Customer Service to Staff, Donors, Customers, and Volunteers.
· Open and close the Donation Center.

· Oversee recycling, demolition, and trash in the Donations Center.

· Assist with donations screening and make sure that this training is provided to all staff and volunteers.
Knowledge, Skills, Abilities and Personal Characteristics: 
· Learn about Milwaukee Habitat for Humanity and the mission and operations of ReStore so that you may inform customers, volunteers, and donors.

· Learn the current acceptance guidelines and understand the desired quality control guidelines as set by ReStore management.

· Learn how to re-assembly commonly donated items such as cabinets, furniture, and lighting fixtures.

· Make determinations on the salability of various donations versus their recycle value and act on them.
· Use creative problem solving skills to mitigate issues of space in our current facility.
· Assess and evaluate the abilities of ReStore volunteers to assign and empower these individuals to undertake critical tasks.
· Prioritize daily tasks in a manner that emphasizes safety and efficient delivery of materials to the ReStore sales floor.
· Cooperate with ReStore staff and volunteers in determining optimal pricing structures and product displays.
· Be proficient in the research and evaluation of the retail and wholesale values of items donated to the ReStore.
· Demonstrate a willingness to learn and implement best practices used by other ReStores and/or similar organizations.

· Must have general computer skills and be comfortable using the internet and Microsoft Office products.

· Must possess a high school diploma or GED.

· Must have a sincere, friendly manner and willingness to work with a team of staff and volunteers.

· Must work well under busy circumstances.

· Must have supervisory experience and some experience in managing volunteers is preferable. 

· Must be able to lift 25lbs. frequently and up to 75lbs. occasionally.
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
Requirement:

I understand that as an employee of Milwaukee Habitat for Humanity that I may be called on to drive a Milwaukee Habitat vehicle.  I agree to keep a copy of my driver’s license in my employee file and will notify Human Resources immediately if it becomes invalid for any reason. I understand that this is a qualification requirement which means that if my license is suspended for certain reasons (such as a DUI or other ticket that takes away driving privileges) that my employment could be terminated.

Employee Name: _______________________________________________

Date: ________________________________________________________

