LABOR CATEGORY INFORMATION SHEET
	Labor Category
	SCA Category

	SHIPPING / RECEIVING CLERK
	YES

	GENERAL DUTIES OR EXPERIENCE:

	Performs clerical and physical tasks in connection with shipping goods of the establishment in which employed and receiving incoming shipments. In performing day-to-day, routine tasks, follows established guidelines. In handling unusual nonroutine problems, receives specific guidance from supervisor or other officials. May direct and coordinate the activities of other workers engaged in handling goods to be shipped or being received. 

Shipping duties typically involve the following: Verifying that orders are accurately filled by comparing items and quantities of goods gathered for shipment against documents; insuring that shipments are properly packaged, identified with shipping information, and loaded into transporting vehicles; and preparing and keeping records of goods shipped, e.g., manifests, bills of lading. 

Receiving duties typically involve the following: Verifying the correctness of incoming shipments by comparing items and quantities unloaded against bills of lading, invoices, manifests, storage receipts, or other records; checking for damaged goods; insuring that goods are appropriately identified for routing to departments within the establishment; preparing and keeping records of goods received.

	ADDITIONAL REQUIREMENTS

	None

	Level
	eCraft Title
	eCraft Code

	I
	SHIPPING / RECEIVING CLERK
	21100

	Typical Education:

	High school/vocational school diploma or GED certificate.

	Typical Experience:

	1 year general experience.

	Additional Guidelines:

	None


