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Order picker for distributor of consumer goods

______________________________________                                                     

Meet Jack……

Jack graduated from high school this year with an average record in a variety of business subjects.  He took advantage of any craft/mechanical subjects.

He would like to work for a year before attending college.

Jack has been hired by a small distributor of auto parts to work in their warehouse filling orders.  The typical customer orders for pick-up or delivery same day or next day.  Speed and accuracy are very important.  

Jack will work with a senior order picker for two weeks.  During that training time he will learn the layout of the merchandise in the warehouse as well as the picking process.  He will be instructed by the assistant manager to perform simple functions on the printer such as, changing the ink cartridge and loading paper.  

Jack will be expected to…….

· Remove orders from the printer in the warehouse office

· Check that the printer is loaded with paper to continue the printing process

· Review the orders and sort by time required for either pick-up or delivery

· Set up the orders in a logical progression to fill them efficiently.  After orders are filled, Jack will pass the individual colored totes containing the merchandise and order form to the packing station 

· Jack will return to the printer to begin the process all over again

Jack will need the following knowledge and skills to perform the basic functions of the position. 
· Understand the sequence  of the layout of stock keeping units (sku) in the warehouse.  Read numbers and descriptions on order form that relate to rack and bin location and unit (sku) number.  
· Understand units of measure (package, dz, gross, etc) and be able to count the related number of units  to fill the requested quantity

Assign appropriately colored tote to order (red-delivery, blue-p/u, green-ups)
· Follow instructions for computer printer basic maintenance.

How should Jack handle the following situations……………..

The customer has ordered 6 different items of varying quantities.  Jack fills the order for 4 of those items.  He cannot locate 2 of the items in the rack and bin shown on the order as their location.   He was instructed to place an incomplete order in a specific area for further investigation.

Jack does not want to seem dumb so he looks for an item nearby with a similar number and puts it in the tote.

What should Jack have done?  

Jack mixes up two orders putting the delivery order in a ups tote and visa versa.

He does not discover this until he has completed the second order.  The first order (s/b delivered) is already on the ups truck.  

What should Jack do?

