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	Department
	 Shipping & Receiving

	Job Title
	 Warehouse Lead
	FLSA Status
	 Non-Exempt

	Role
	 N/A

	Sub Role (If any)
	 N/A

	Reports To
	 Vice President, Technical Services



1. Role Purpose:
(Provide a summary of the primary purpose of this role)
	· Serve as a working lead for all warehouse operations, supporting material movement, inventory accuracy, and compliance with cGMP and company procedures.
· Coordinate daily shipping, receiving, and internal distribution activities while ensuring adherence to SOPs, safety policies, and documentation standards.
· Act as the primary liaison between warehouse functions and cross-functional teams to ensure timely material availability and product flow.
· Support development and implementation of warehouse systems, workflows, and best practices as the department expands.
· Provide guidance and on-the-floor leadership to warehouse personnel and contractors while maintaining operational readiness and continuous improvement.



2. Key Duties & Responsibilities:
(Briefly describe the essential activities that are performed by this role including key duties/responsibilities. Each statement should start with a verb. Additionally, indicate how frequently it is performed)
	· Lead daily warehouse activities, including receiving, inspection, labeling, storage, issuance, and shipment of materials and finished goods.
· Ensure all inbound and outbound materials are processed in accordance with current Good Manufacturing Practices (cGMP) and applicable SOPs.
· Verify accuracy of incoming and outgoing shipments, reconcile discrepancies, and escalate issues as needed.
· Maintain and organize warehouse inventory, ensuring proper segregation, identification, and status labeling of all materials.
· Operate forklifts, pallet jacks, walkie riders, and other material-handling equipment in a safe and efficient manner.
· Coordinate with Quality Assurance for release of incoming and outgoing materials, and ensure that all documentation is accurate and contemporaneous.
· Utilize the Warehouse Management System (WMS) or ERP (e.g., SYSPRO/SAP) to perform transactions, generate reports, and monitor material movements.
· Maintain adequate stock of shipping materials and supplies.
· Support periodic cycle counts, physical inventories, and reconciliation efforts to ensure inventory accuracy.
· Assist in drafting, revising, and implementing warehouse SOPs and work instructions.
· Train new or temporary warehouse personnel in proper material handling, safety, and documentation procedures.
· Support implementation of barcode systems, warehouse layout optimization, and equipment qualification efforts.
· Identify and report opportunities for process improvement and efficiency gains within the warehouse operations.
· Ensure warehouse cleanliness, organization, and compliance with safety and housekeeping standards.
· Perform other related duties as assigned to support departmental and organizational goals.
· Comply with FDA guidelines and company policies on Data Integrity and Good Documentation Practices.
· 





3.Typical Supervisory Responsibility:
(Identify any responsibilities the role has for supervising others)
	· May provide daily direction, training, and oversight to warehouse personnel, contractors, or temporary staff under the supervision of the Warehouse Supervisor.







4. Education & Experience:
(Describe the education required for this role, including specifications, if any.  If equivalent experience or knowledge can be substituted for the educational requirements, A combination of Education and experience shall be considered.)

	Education Requirement
	Specialization (If any)

	· High School Diploma or equivalent required.
· Associate’s or Bachelor’s degree preferred.
	Logistics, Operations Management, Supply Chain, or related field preferred.



	Experience Requirement


(Describe the experience required for this role. Identify the type of experience, number of years, and any additional comments on the experience and education requirements for the role.  Also, include any geography specific requirement that differs from experience.)
	· Minimum of 4-7 years of progressive warehouse experience, including shipping, receiving, and inventory control functions.
· Experience in a pharmaceutical, biotechnology, or other regulated cGMP manufacturing environment strongly preferred.
· Demonstrated experience leading or training peers, coordinating daily operations, or acting in a lead capacity within a warehouse environment.


	Number of Years 
(Minimum to Maximum)
	4-7




Technical competencies / Certifications / Licenses:

(Briefly describe the required competencies such as skill, ability, and knowledge an individual must possess to perform the role. Also, identify any certification or licenses required to perform the role.)
	Technical competencies
	· Strong working knowledge of Good Manufacturing Practices (GMP), Good Documentation Practices (GDP), and material control procedures.
· Proficiency in Warehouse Management Systems (WMS) or ERP platforms such as SYSPRO, SAP, or equivalent.
· Skilled in use of Microsoft Office Suite (Excel, Word, Outlook) and basic data entry/reporting functions.
· Excellent attention to detail, organizational skills, and ability to manage multiple priorities under tight deadlines.
· Strong interpersonal and communication skills; able to interact effectively across departments and levels.
· Proven ability to troubleshoot issues, identify process gaps, and recommend improvements.
· Commitment to accuracy, accountability, and maintaining compliance in all warehouse documentation and activities.
· Forklift certification preferred or ability to obtain certification upon hire.

	Certifications
	· Forklift certification (or ability to obtain).

	Licenses
	N/A

	Other
	N/A




5.Physical demand and Work environment:
(Provide details regarding the physical demands and work environment that are essential to the role)
a. Physical demands:
	· Frequently required to walk, stand, bend, stoop, crouch, or reach with hands and arms.
· Regularly required to lift, carry, push, or pull up to 50 pounds.
· Frequent use of hands to handle, feel, or operate tools and controls.
· Requires visual acuity for reading labels, documents, and operating machinery safely.
· Ability to work in temperature-controlled warehouse environments (ambient, refrigerated, or freezer).




.
b. Work environment:
	This position is performed primarily in a warehouse and production support environment, requiring consistent adherence to PPE, safety, and cGMP standards. The position involves exposure to powered industrial equipment, material movement, and routine noise associated with warehouse operations. Occasional overtime, weekend, or off-shift work may be required to meet operational timelines.



6.Compliance:
	· Comply with all Company codes, policies, and procedures concerning ethics, quality, and compliance, including compliance with applicable laws, rules and regulations, including the Food, Drug and Cosmetic Act and all associated regulations.
· Timely and satisfactory completion of all required training, including training related to ethics, compliance, quality, and position-specific requirements.
· Understand the compliance responsibilities of your role.
· Commit to the Company’s culture of ethics and compliance. 
· Report all known or potential violations of Company codes, policies, and procedures, or of applicable laws, rules and regulations, to the Company as contemplated by the Company’s policies and procedures, including PLS-SOP-0187 (Escalation to Management on Critical Matters Pertaining to Quality and Regulatory Compliance), or through the Company’s FaceUp portal, available by telephone or online (details below). 

Compliance Hotline # (205) 354-2405
www.faceup.com
Download Faceup App using the
Passcode # PLSxxxx1842
Or scan QR Code below
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