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Shipper/Receiver 
 

We currently have a requirement for a Shipper/Receiver to join our team. The Shipper/Receiver ships, receives 
and records the movement of parts, supplies, materials, equipment and stock to, from and within an 
establishment.   
 
Key Accountabilities and Responsibilities: 

 Shipping/Receiving: 
 Communicate/co-ordinate on shipping logistics, late deliveries & expediting. 
 Examine shipment contents and compare with records such as manifests, invoices or orders to 

verify accuracy of shipment 
 Confer and correspond with establishment representatives to rectify problems, such as 

damages, shortages, and non-conformance to specifications 
 Co-ordinate, organize and release vendor materials to project build teams using material 

handling devices 
 Order and store material required for operations (MRO) to maintain stock inventory. 

 Equipment Shipments: 
 Communicate and co-ordinate with internal teams and customers on rigging, transportation 

arrangements, equipment rentals and customs.   
 Plan and schedule appropriate service line for situation (ground, expedited, air, etc.) to 

maintain a cost effective balance between customer service and cost of shipments. 
 Prepare documents such as requisitions, bills of lading to route materials 

 Compliance: 
 Maintain compliance with laws, regulations, and/or standards and complete appropriate 

documentation i.e. Material Safety Data Sheets and disposal of hazardous waste  
 Ensure documentation is accurately processed and distributed in a timely manner. 
 Complete incident reports in relation to health and safety issues in a timely manner. 
 Maintain Shipping/Receiving area in an organized, clean, safe and secure manner. 
 Complete daily shipping and receiving logs 

 Maintain contact carrier representative to make arrangements and to issue instructions for shipping 
and delivery of materials 

 
Education: 

 High School Completion required.  College or university is an asset 
 Health and Safety training and forklift certificate would be an asset 
 Driver’s license is mandatory 

 
Experience: 

 3 years of practical experience  
 Experience in Microsoft Office (Word, Excel, PowerPoint) 

 
In Addition to Company-Wide Personal Competencies: 

 Excellent communication skills in order to interact with internal and external customers. 
 Excellent time management skills to prioritize assignments and plan how best to sequence tasks to 

meet deadlines. 
 Ability to work with a team and independently as required. 
 Possess drive and motivation to continuously learn on the job. 
 High energy and the flexibility to perform under short time constraints to meet deadlines 
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