
 
 

 
 
 

	

Shipping & Receiving Supervisor 
 
PROGRESSION OF SUPERVISORS:    
Shipping & Purchasing Manager, CFO, CEO. 
 
JOB SUMMARY:  
Work closely with the Manager and other leaders to execute the day-to-day operations of  the Shipping and 
Receiving functions and the teams that support them.  Ensure policies and processes are instituted and 
followed that are effective, efficient and safe.  Plan, oversee and monitor execution of  each function so that 
all incoming materials are properly received, verified and recorded and that all products being shipped are 
pulled, sorted, packaged and loaded with accuracy, speed and appropriate care of  the product.  Actively engage 
with the Receiving and Shipping personnel to help them execute their roles, develop skills and maintain a 
metric-based continuous improvement mindset individually and as a team.  Provide support and resources 
through coaching, training and opportunities to enable them to successfully perform their responsibilities in 
a respectful, safe, secure and legal work environment. Ensure that department results exceed customer service 
level expectations while supporting the Four Star Mission Statement with all job related functions. 
	
INDIVIDUAL	ATTRIBUTE	IDEALS:	
1. Act	 with	 Integrity	 –	 doing	 the	 right	 thing	 with	 honor,	 even	 when	 no	 one	 is	 looking	 or	 the	

consequences	are	costly,	focused	on	what’s	best	for	our	company	and	customers.	
2. Model	 Humble	 Confidence	 and	 Courageous	 Character	 –	 maintain	 a	 positive	 attitude	 with	 a	

foundation	of	humility	and	empathy	while	acting	with	clarity	of	vision,	strength	and	confidence.	
3. Relate	Authentically	–	connect	with	others,	listen	to	understand,	communicate	with	unwavering	

candor,	honesty,	discretion	and	respect	for	all.	
4. Operate	Transparently	–	be	proactively	open	and	honest,	lead	by	offering	complete	visibility	into	

successes,	failures	and	challenges	that	are	encountered	each	day.	
5. Embody	 Teamwork	 –	 embrace	 and	 foster	 a	 collaborative	 culture,	 share	 ideas,	 engage	 in	

constructive	debate,	give	and	expect	mutual	support,	celebrate	wins	together.	
6. Exemplify	Accountability	–	measure	myself	by	the	highest	standards	of	integrity,	responsibility	

and	performance,	as	if	I	was	the	Owner	of	Four	Star.	
7. Innovate	Relentlessly	–	welcome	change,	make	time	to	learn,	think	differently,	try	out	new	ideas,	

take	risks,	learn	from	mistakes,	simplify	complexity,	be	persistent,	find	ways	to	make	something	
better,	today!	

	
ESSENTIAL	FUNCTIONS:	
			Receiving	Function:	
1. Manage	 the	 Shipping	 &	 Receiving	 Coordinator	 as	 a	 direct	 report	 along	 with	 the	 dock	 team	

members	to	ensure	efficient	offloading	of	inbound	materials	and	location	in	designated	areas	
for	temporary	staging,	verification	and	formal	receipt	recognition	in	Picas.	

2. Develop	and	support	processes	and	disciplines	are	 in	place	 to	 fully	 inspect,	 count	and	verify	
product	against	inbound	documentation	(shipper,	bill	of	lading,	etc…)	and	accurately	record	the	
receiving	activity	in	Picas	per	instructions.	



 
 

 
 
 

	

3. Ensure	 timely	 and	 clear	 communication	 with	 Department	 heads	 responsible	 for	 material	
disposition	out	of	the	receiving	area	within	a	target	window	of	not	more	than	24-hours	from	
arrival.			

4. Assist	Purchasing	and	Accounting	staff	members	as	needed	to	confirm	receiving	 information	
and	resolve	discrepancies	in	receiving-related	issues	to	enable	payment	of	vendor	invoices.	

	
Shipping	Function:	
1. Plan	and	communicate	the	weekly	schedule	for	required	shipping	personnel	based	on	expected	

outbound	volumes.		Collaborate	closely	with	H2A	leadership	to	plan	and	assign	work	tasks	to	
team	members	based	on	experience	and	skill	to	optimize	outcomes.			

2. Review	 and	 oversee	 the	 plan	 execution	 for	 product	 pulling,	 inter-building	 transfer,	 labeling,	
watering,	sorting,	boxing,	palletizing	and	 loading	of	product	at	Four	Star	sites	 in	an	efficient,	
timely	and	safe	manner.	 	Track	and	report	performance	against	established	benchmarks	and	
metrics	and	provide	feedback	for	opportunities	to	streamline	and	improve.	

3. Communicate	and	collaborate	with	H2A	leadership,	Manager	and	department	leadership	on	an	
on-going	basis	 to	 adapt	 schedules,	 staffing	 levels,	 start/end	 times	 to	meet	 evolving	 shipping	
requirements,	overcome	obstacles	and	changing	schedules.		Set	up	and	lead	team	meetings	as	
needed	to	communicate	team	assignments,	objectives	and	issues.			

4. Monitor	 progress,	 actively	 engage	 to	 understand	 issues	 and	 their	 root	 causes,	 communicate	
to/with	the	Shipping	&	Purchasing	Manager	and	take	proactive	steps	to	resolve	expeditiously.		

5. Complete	in	a	timely	manner	all	required	reporting	and	notification	requirements	to	Manager,	
Traffic,	Sales	and	other	departments	that	depend	on	status	information	from	the	Shipping	team.		

6. Actively	seek	opportunities	to	support	your	team	members	with	their	regular	work	activities.		
Form	successful	and	inclusive	partnerships	with	all	staff	and	team	members	in	daily	activities	
to	create	and	maintain	a	highly	collaborative,	productive	and	enjoyable	work	environment.		

7. Ensure	that	all	staff	involved	with	shipping	activities	understand	and	fully	embrace	a	culture	of	
employee	safety	as	our	highest	priority	each	day.		Require	training	and	approvals	as	required	
for	authorized	personnel	to	operate	and	handle	company	equipment	in	a	safe	and	responsible	
manner.		Enforce	safety	compliance	and	address	breakdowns	proactively	and	completely.	

8. Monitor	 and	 lead	 preventative	 maintenance	 initiatives	 to	 optimize	 performance	 of	 all	
equipment	used	in	the	Shipping	area.	

9. Actively	participate	in	and	contribute	to	lean	management/process	improvement	initiatives	to	
identify	opportunities	to	improve	efficiency,	reduce	costs,	enhance	product	quality.	

	
			Performance	Management:	
1. Work	on	regular	basis	with	each	subordinate	team	member	and/or	H2A	leadership	member	to	

communicate	with	transparency	each	individual’s	performance	including	a	candid	assessment	
of	strengths	and	weaknesses.		Be	intentional	to	recognize	successes	and	identify	opportunities	
to	expand	his/her	base	of	experience	and	skill.		Actively	work	on	strategies	and	techniques	to	
correct	or	improve	on	weak	areas	of	performance	and	provide	continuing	feedback.	

2. Coordinate	with	 the	 Shipping	&	Purchasing	Manager	 to	 identify,	 acknowledge	 and	 celebrate	
employee	successes	and	team	wins	in	performance.		Lead	by	example	in	honestly	and	openly	



 
 

 
 
 

	

acknowledging	 team	 failures	 and	 opportunities	 to	 improve,	 accepting	 accountability	 and	
embracing	a	lesson-learned,	continuous	improvement	team	culture.			

3. Seek	out	and	embrace	opportunities	for	personal	training	and	education	to	develop	and	enhance	
levels	of	expertise	 in	Four	Star	business	processes	and	for	each	piece	of	equipment	shipping	
area.	
	

ESSENTIAL	SKILLS:	
1. Establish	 priorities,	 set	 expectations,	 develop	 and	manage	 staff	members,	 establish	week	 to	

week	performance	metrics,	monitor/measure	results,	identify	and	resolve	issues	to	accomplish	
objectives.		

2. Ability	to	stay	organized,	multi-task	and	adapt	to	change	and	shifting	priorities	in	a	fast-paced	
environment.	

3. Develop	and	maintain	a	positive	work	relationship	with	 leadership,	peers	and	direct	 reports	
keeping	 morale	 at	 a	 high	 level	 by	 utilizing	 positive	 reinforcement	 techniques,	 constructive	
feedback	and	a	“lead	by	example”	work	ethic.	

4. Demonstrate	 strong	 analytical	 skills,	 “what-if?”	 visioning	 and	 desire	 to	 test	 new	 methods,	
procedures	 and	 tools	 to	 identify	 and	 test	 innovative	 solutions	 to	 increase	 automation	 and	
processing	speeds,	 reduce	errors,	proactively	 implement	corrective	actions	and	preventative	
measures	to	avoid	failures.	

	
ESSENTIAL	WORK	HABITS:	
1. Ensure	 that	 personal	 office/desk	 and	 all	 shipping	 and	 receiving	work	 areas	 are	 clean,	well-

organized	and	free	of	clutter.	
2. Ability	and	willingness	to	adjust	schedule	daily/weekly	as	required	in	order	to	accommodate	

seasonal	demands	of	the	shipping	and	receiving	functions.	
3. Maintain	a	positive	and	cooperative	attitude	with	fellow	employees.		Promote	positive	morale	

at	all	times,	particularly	in	times	of	challenge	or	failure.		
4. Communicate	effectively	with	Manager,	subordinates,	team	members	and	peers.		
5. Actively	contribute	to	the	continuous	improvement	mindset	of	the	company	by	generating	and	

expressing	new	ideas	that	can	result	in	improved	safety,	efficiency,	higher	morale,	lower	costs	
and	improved	quality	and	throughput.		

6. Quickly	learn	and	adapt	to	new	systems,	techniques,	equipment	and	processes	as	directed.		
	
QUALIFICATIONS:	
1. Team	leadership	experience	in	a	warehouse	shipping	and	receiving	environment.	
2. A	strong	desire	and	demonstrated	career	progression	toward	a	leadership	position.	
3. Strong	computer	skills	including	intermediate	working	knowledge	in	MS	Excel.	
4. Bilingual	in	English	and	Spanish	is	preferred.			
	
PHYSICAL	ASPECTS:	
1. Extensive	 walking	 in	 shipping	 and	 receiving	 areas	 to	 manage	 various	 activities	 throughout	

workday.	



 
 

 
 
 

	

2. Shipping	 area	 temperatures	 may	 deviate	 from	 outside	 temperatures	 by	 10-20	 degrees	
depending	on	the	season.	

3. Able	to	work	extended	hour	days	during	peak	season	(January	–	June)	as	required	to	meet	job	
demands.	

 


