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Job Title:  GP02 Supply Clerk 
FLSA Status:  Non-Exempt 
Department:  Planning 
 
 

Job Summary: 
The Production Planning Supply Clerk receives product, confirms process or data and  
supplies to the next process with the correct specifications.  Duties and responsibilities 
may be added, deleted or changed at any time at the discretion of management, formally 
or informally, either verbally or in writing. 
 
Qualifications:  
1. High school diploma or equivalent experience. 
2. Production experience in quality control is desirable. 
 

Essential Skills and Abilities: 
1. Good math skill, manual dexterity, ability to read and understand technical manuals 

and standards.  
2. Ability to perform duties in an organized and timely manner.  
 

Essential Duties / Job Responsibilities:  

1. Receives incoming product and prepares for next process.  
2. Confirms product data or information is correct according to specifications.  
3. Maintains an accurate record keeping system.  
4. Supplies product to the next process with the necessary requirements for correct 

processing.  
5. Records daily achievement.  
6. Handles all chemical or other hazardous substances according to the material Safety 

Data Sheets.  
7. Helps with revision of standards and other operating documents.  
8. Helps prepare reports and data as required by the department.  
9. Ensures safety by making sure personal protective equipment is used when required 

and by having it conveniently available at all times while in the work area.  
10. Helps maintain a neat, clean, and orderly work area according to 5S objectives.  
11. Notifies the Supervisor of any accidents or abnormal situations. Promptly reports, or 

corrects if possible, any unsafe conditions.  
12. Performs other work-related duties as requested by the Production Planning Manager 

or other management equivalent personnel.  

 
Physical Demands and Work Environment:  
 The physical demands and work environment characteristics described here are 
representative of those that must be met by an employee to successfully perform the 
essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions:  
 

Physical Demands: 
While performing the duties of this job, the employee is required to walk, sit, stand, use 
hands to finger, handle, and feel objects, tools, or controls.  The employee is required to 
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reach with hands and arms, climb stairs, balance, and stoop, kneel, crouch, and crawl.  
Must be able to talk and hear. The employee must occasionally lift/or move up to 50 
pounds. Specific vision abilities required by job include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to auto-focus.  
 

Work Environment:  
While performing the duties of this job, the employee is in a controlled physical 
environment protected from the weather conditions prevalent at the time. The noise level 
in the work environment is minimal.  
 


