WATERLOO

Job Description

Job Title: SEEPAC Shipper Receiver
Department: Centre for Sight Enhancement
Reports To: Administrator, CSE

Jobs Reporting: None

Salary Grade: USG5

Effective Date: July 2022

Primary Purpose

The Shipper Receiver oversees and provides shipping and receiving of all goods related to the Sight
Enhancement Equipment Pool and Assessment Centre (SEEPAC). SEEPAC assesses Ontario residents
for technological vision aids, supplies demonstration equipment to other Regional Assessment Centres
(RAC), leases vision aids and maintains leased equipment. This position ensures individuals receive their
vision aid equipment in a timely manner, maintains a just-in-time inventory of CCTVs and instructs clients
how to return equipment under warranty for repair.

Key Accountabilities

Outbound Shipping
e Prepares daily outgoing courier shipments using online shipping system

¢ Confirms delivery of all shipments and maintains records of proof of delivery for audit purposes
e Conducts follow-up on deliveries with problems

¢ Documents shipping damage and works with Central Stores/Vendors to make claims

¢ Monitors shipping rates and selects appropriate alternative if necessary

Receiving

e Receives equipment returned permanently or for repair.
e Checks incoming equipment for damage or missing components and notifies
technician/administrator as needed.

Inventory Management

e Ensures adequate inventories of new product are ordered and on-hand to meet incoming client
orders from RACs in a timely manner while dealing with limited storage space for devices

¢ Requisitions inventory through the University’s ERP system

e Conducts routine inventory checks of equipment

e Assists with the maintenance of an organized and safe work area including the receiving area in
Central Stores and equipment storage areas in Optometry

o Liaise with Central Stores staff to discuss SEEPAC storage needs in Central Stores.
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Customer Service

e Commits to professional and exceptional customer service

e Ensures all customer inquiries are handled in a professional and timely manner and when
customers are redirected to another staff, ensures customer is not left without service

e Assists clients and authorizers at regional assessment centres with their equipment shipping, repair
and maintenance questions and ensures that appropriate records are kept recording the contact

Other Duties

¢ Coordinates equipment set up, take photo documentation, conduct shipping evaluation, and do
return shipping for the SEEPAC annual Request for Proposals (RFP).

e Takes photos of the process of unpacking and unpacking various CCTV models and develops an
instructions handout for clients

e Provides coverage or additional support in other areas as required, in accordance with the
Department’s business needs.

o Performs other duties and assists with special projects, as assigned

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications

Education
e Minimum of high school diploma or equivalent experience

Experience

o Experience with an ERP system for inventory control and procurement

e Experience working with elderly clients and/or clients with vision loss is an asset
e Experience working with material handling equipment

Knowledge/Skills/Abilities

Proficiency in MS Word and Excel

Excellent written and verbal communication skills in English

French language ability is an asset

Strong interpersonal and relationship-building skills

Excellent organizational skills with the ability to prioritize tasks

Demonstrated ability to lift up to 75 Ibs manually

Attention to detail and high level of accuracy in data entry

Able to maintain confidentiality

Knowledge and ability to follow applicable health and safety procedures, instructions, and directives

Position works in two locations. Distance between locations is approximately 750 metres. It is

possible to walk. If the shipper/receiver choses to drive their car, a valid full G license and a driver

abstract is required. There is no reimbursement for mileage.

¢ Must have necessary immunizations or approved exemption as per University mandates and
policies
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Maintain a clear Police Vulnerable Sector Check

Nature and Scope

Contacts: Clinical patients, vendors, courier companies, and personnel at other RACs. Most contacts
are by phone or email with only occasional in-person contact with patients.

Level of Responsibility: No direct reports. Prioritizes own work to meet shipping deadlines. Often first
contact for clients and must be able to provide accurate information. Works with a database with
health information and therefore must maintain privacy.

Decision-Making Authority: Selecting courier for daily shipments, monitors inventory and determines
when order should be placed

Physical and Sensory Demands: Capable of lifting up to 75 Ibs manually and operating material
handling equipment (e.g., pallet jack, hand cart, etc. Steel-toed shoes required. Able to process
information and product accurately and efficiently while dealing with customer and co-worker requests.
May have to wear medical face mask.

Working Environment: Work takes place in two different environments — in an office and a
warehouse in two different locations (Optometry and Central Stores). Distance between the two
locations is approximately 750 metres. Exposure to elements in all seasons during travel and in
warehouse.



