
 

 

 
Founded in 1981, the Greater Lansing Food Bank (GLFB) is a highly visible non-profit organization that provides emergency food to individuals and 
families in need in Ingham, Eaton, Clinton, Shiawassee, Clare, Isabella and Gratiot counties. Food is distributed through an extensive network of 
food pantries, shelters and community kitchens located throughout the region. GLFB annually serves tens of thousands of people, many of them 
seniors and children. Our recipients also include the “working poor,” those individuals who are employed but don’t earn enough to meet housing, 
health, transportation and food needs. 
 
The GLFB is seeking a Warehouse Supervisor to join our team.  This is a full time hourly position and will require weekend or afterhours shifts as 
needed.  Benefits including paid vacation and sick days, holiday pay and insurance (health, dental and vision) and a retirement package are 
available to a qualified candidate.  The Warehouse Supervisor will be responsible for the day to day activities of the warehouse and provide support 
to the management team.  The ideal candidate must be trustworthy and a person of integrity and possess high ethical standards.  While 
representing GLFB in the community this person will have to display tact and diplomacy to our donors, agencies and volunteers.  The Warehouse 
Supervisor will also possess good judgment and problem solving skills, with the ability to identify, analyze, and resolve problems in a timely manner 

as well as an aptitude to learn new duties; adjusts to new situations within a reasonable amount of time. 
 
To apply: Please send cover letter, resume and salary requirements to Kim Harkness, Director of Operations at kim@glfoodbank.org  For additional 
information, please visit www.glfoodbank.org. Applications will be accepted until the position is filled. 
 

Position Description 
Title: Warehouse Supervisor  
Date: September 2016  
Exempt Status: Non-Exempt  
Reports to: Director of Operations & Warehouse Manager 
 
ESSENTIAL FUNCTIONS  

 Responsible for day-to-day activities of the warehouse.  Such activities include shipping, receiving, and sanitation, scheduled maintenance 
of equipment and vehicles and inventory control.  

 Oversight of inventory control, receiving and shipping and maintenance of all records or support materials in regards to food donations 
and distributions 

 Maintain accurate inventory system utilizing the Primarius system on a daily basis and perform monthly inventory counts. 
 Purchase product/stock items, securing high nutritional value food from local, state and national sources at the best possible prices. 
 Oversight of warehouse facility maintenance and equipment maintenance. 

 Responsible for day-to-day activities of the warehouse.  Such activities include shipping, receiving, and sanitation, scheduled maintenance 
of equipment and vehicles and inventory control.  

 Oversight of inventory control, receiving and shipping and maintenance of all records or support materials in regards to food donations 
and distributions 

 Maintain accurate inventory system utilizing the Primarius system on a daily basis and perform monthly inventory counts. 
 Purchase product/stock items, securing high nutritional value food from local, state and national sources at the best possible prices. 
 Oversight of warehouse facility maintenance and equipment maintenance and safety programs 
 Monitors food safety recalls and participate in AIB/Food Safety Committee 
 Responsible for meeting DOT requirements for both staff and vehicles  
 Coordinates with Volunteer Coordinator for food sorting priorities and projects  
 Coordinates with Agency Relations for accurate agency ordering, reporting, documentation in Primarius, warehouse appointments and 

communication through online ordering for agencies  
 Willingness to be trained to operate a forklift, spring jack and other warehouse related equipment to train and assist staff and volunteers 

with job duties within the warehouse.  
 Design and implement work methods and procedures to increase productivity and improve service to donors and agencies. 
 Responsible for accurate documentation of the above duties to include productivity reports, accounting for labor hours, adherence to 

budget requirements and working towards agency goals.   
 Required reporting to state, local, federal and Feeding America.  
 Responsible for compliance issues related to local, state, federal, AIB and Feeding America regulations. 
 Computer input for above tasks 
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SUPERVISORY RESPONSIBILITIES  

 Supervision of warehouse associates, sanitation and route drivers and volunteers performing warehouse tasks such as pulling orders, ride 
a longs with drivers and volunteer drivers   

 Supervisory responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising 
performance; rewarding and disciplining employees; addressing complaints and resolving problems. 
 

 
QUALIFICATIONS  
Required 

 Associate’s degree in Business or related field, required or Technical Degree or Certification; a minimum of four to ten years’ of related 
training and/or experience in a warehouse distribution, order fulfillment, food distribution or production management environment. 

 Food Safety background – certified in Serv Safe Manager or within 6 months of hiring successfully complete training 

 Must be able to pass criminal background check and drug and alcohol screening 

 Must have a valid driver’s license and maintain a clean driving record. 

 Possesses current licensing for driving/operating warehouse equipment (fork trucks) 
 Must be able to pass criminal background check and drug and alcohol screening.  Subject to random drug screening.  


