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gSource® 
 

gSource, LLC 
19 Bland Street 
Emerson, NJ 07630 
USA 

 
 (201) 599-2277 
F (201) 599-3306 

www.gSource.com 

Job Description 

 
Job Title: Warehouse Supervisor 
Job Summary: Responsible for maintaining and overseeing inventory and supplies by receiving, 

storing and delivering items. Also responsible for supervising warehouse/operations 
staff. 

Wage Category: WS I, II, III 
Department: Warehouse 
Reporting to: Quality Manager 
FLSA Status: Exempt (Fair Labor Standards Act) 
 
Responsibilities of essential functions include: 

1. Supervise and coordinate daily outgoing packages to ensure they are “truck ready” according to 
scheduled pickup and monitor/maintain the process of inbound and outbound activities  

2. Assure sufficient inventory of warehouse supplies and maintain records of materials/supplies 
3. Ensure accuracy of all receiving documents and match forms relative to receiving activities 
4. Direct the operations of assigned work team to achieve prescribed objectives in efficient manner 
5. Recommend/implement measures to motivate employees to improve operation methods, equipment 

performance, product quality and efficiency 
6. Schedule and train warehouse/operations staff 
7. Provide employee feedback, support and resolve individual and group performance issues 
8. Interpret specifications, blueprint and job orders 
9. Analyze, recommend and implement operation/logistic process improvements 
10. Communicate effectively with internal and external customers and stakeholders. Solid listening skills, 

a keen ability to learn and understand, and ability to influence with and without formal authority are key 
11. Ensure that staff follows established procedures  
12. Create or develop new procedures to perform process in effective manner 
13. Meet warehouse operational standards by contributing warehouse information to strategic plans and 

reviews, implementing productivity, quality, system improvements, process improvements, etc. 
14. Act as primary/secondary contact point to internal and external customers for all warehouse and 

operational needs 
15. Adhere strictly to all CGMP, FDA 21 CFR, EU MDR 2017/745, ISO 13485 and company procedures to 

ensure the quality and integrity of the products and safety of the workplace 
Responsibilities of non-essential functions include: 

16. Prioritize daily tasks and act as backup if staff is not in attendance in order to process orders on time 
17. Establish and maintain an import and export compliance program 
18. Keep Warehouse and Shipping area clean and organized 
19. Maintain commitment to Quality Goals and Quality Policy 
20. Complete jobs and tasks as assigned 

 
21. Working Schedule: 9:15 am to 6:00 pm with 45 minute unpaid break 
 

Employee: _______________________________     ________________________________     __________ 
                         Last Name                                                                  First Name                                                                     Initial 
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Nothing in this job description restricts management’s right to assign or reassign responsibilities to this 
position at any time. 
 
Signatures: 
 
__________________________________________________________________          _____/_____/_____ 
Employee             mm dd         yy 

 
__________________________________________________________________          _____/_____/_____ 
Manager/Supervisor                           mm dd         yy 


