Order Processing Supervisor

JOB SUMMARY:

To direct the operational and administrative functions of the order processing department.

ESSENTIAL FUNCTIONS:

1.
Monitors all aspects of order entry function.

2.
Maintains intranet product database, including sales point sheets, descriptions, and pricing information.

3.
Is responsible for assigning product number and setting up all new products within product database.

4.
Is responsible for printing shipping labels and generating billing invoices.

5.
Produces and analyzes daily and weekly audit reports for these functions.

6.
Hires, trains, schedules, motivates, and evaluates job performances of staff,

7.
Is responsible for all special requests from marketing and/or special order entry functions such as internet orders.

QUALIFICATIONS:

1.
Solid computer, organizational, and problem-solving skills.

2.
Ability to work well under pressure, to adhere to deadlines, and the ability to be flexible.

3.
Good managerial skills.

