
 
 

 
 
 

	

Shipping Senior Team Leader 
 
PROGRESSION OF SUPERVISORS:   Shipping Manager, Director of  Finance/CFO, Managing 
Director, Vice President, President 
 
JOB SUMMARY: Lead	 the	 team	 in	 collaboration	 with	 the	 Shipping	 Manager	 so	 that	 all	
products	are	shipped	in	a	way	that	results	in	a	high	level	of	customer	satisfaction.	Provide	
the	team	with	the	skills,	support	and	resources	through	coaching	and	training	to	enable	them	
to	 successfully	 perform	 their	 responsibilities	 in	 a	 respectful,	 safe,	 secure	 and	 legal	work	
environment.	 Recognize	when	 additional	 training	 is	 needed,	 and	 approach	 training	with	
each	 individual	 as	 a	 continuous	 process.	 Ensure	 that	 your	 results	 exceed	 service	 level	
expectations	while	supporting	the	Four	Star	Mission	Statement	with	all	job	related	functions. 
	
ESSENTIAL	FUNCTIONS:	

1. Coordinate	pulling,	sorting,	boxing,	watering,	loading	and/or	unloading	goods	at	
Four	Star	sites	accurately	and	safely	as	directed.	Distribute	work	evenly	amongst	
team	members	and	track/report	productivity	and	accuracy.		

2. Collaborate	with	 the	 Shipping	Manager	 to	plan	 labor.	Create	 agendas	 and	 hold	
team	focus	meetings	as	needed	to	keep	all	team	members	goal	focused.	Organize	
break	schedules	to	ensure	continuous	floor	and	dock	coverage	throughout	the	day.	

3. Carry	out	and	provide	instructions	orally	and	in	writing	to	the	team	including	those	
on	shipping	documents,	routing	plans,	and	special	instructions.		

4. Communicate	all	incidents	of	delays	or	problems	with	equipment	or	goods	to	the	
Shipping	Manager	as	well	as	your	innovative	solutions	to	resolve	these	challenges.	

5. Complete	 all	 necessary	 company	 required	 reports	 and	 inspections	 related	 to	
moving	of	products,	cleaning	and	equipment	on	time.	Generate	work	orders	when	
applicable.	

6. Thoroughly	inspect	product	and	inbound	deliveries	before	loading/unloading	to	
ensure	 that	 it	matches	 all	 quality	 specifications.	Report	 any	deviations	without	
delay.	

7. Find	opportunities	to	support	your	team	members	in	their	growth	and	with	their	
regular	work	activities.	Form	successful	partnerships	with	your	team	members	to	
accomplish	 team	 objectives.	 Be	 inclusive	 with	 all	 team	 members	 in	 all	 daily	
activities	 and	 with	 all	 communications	 to	 create/maintain	 a	 productive	 and	
enjoyable	work	environment.		

8. Continuously	develop	the	capabilities	of	each	team	member	as	a	partnership	with	
the	 Shipping	Manager,	 utilizing	 techniques	 and	 strategies	 in	 unison	 to	 achieve	
mutual	goals	and	to	avoid	mixed	messages.		

9. Recognize	 the	 quality	 of	 everyone’s	 work.	 Recognize	 and	 celebrate	 employee	
success.	 Identify	 employee	 challenges	and	notify	 the	 Shipping	Manager	without	
delay.	 After	 consultation,	 provide	 counseling	 to	 team	 members	 as	 discussed	
following	the	values	of	positive	leadership	principles.		



 
 

 
 
 

	

10. Train	each	team	member	on	what	to	do	to	be	successful	and	why	we	do	it	that	way	
so	 that	 each	 team	member	 has	 a	 deep	 and	 broad	 understanding	 of	 Four	 Star’s	
customer	 fulfillment	philosophy.	 If	you	 can’t	 answer	a	 question	 in	 the	moment,	
spend	time	on	research	to	find	the	answer	without	delay.			

11. Perform	 all	 aspects	 of	 the	 job	 in	 compliance	 with	 company	 safety	 standards.	
Operate	 and	 handle	 equipment	 safely	 and	 responsibly	 by	 following	 all	
manufacturer’s	safe	operating	procedures	as	listed	in	the	operator	manual(s).	

12. Promote	a	safety	culture	by	performing	all	aspects	of	your	job	following	all	safety	
standards.	Identify	and	report	any	safety	issues	or	concerns	without	delay.		

13. Embrace	training	opportunities	and	self-educate	in	order	to	become	an	expert	on	
each	piece	of	equipment,	process	or	technique	used	in	your	area.	

14. Work	in	harmony	with	Logistics/Traffic	office	personnel	to	provide	the	maximum	
customer	service	levels	available	to	customers	utilizing	any	shipping	mode	from	
Four	Star.		

 
ESSENTIAL	SKILLS:	

1. Establish	 priorities,	 set	 expectations,	 work	 independently,	 and	 accomplish	
objectives	with	minimal	supervision.	Make	effective	time	sensitive	decisions.	

2. Maintain	a	positive	work	relationship	with	direct	reports	keeping	morale	at	a	high	
level	by	utilizing	positive	reinforcement	techniques,	constructive	feedback	and	a	
“lead	by	example”	work	ethic.	

3. Demonstrate	 strong	 analytical	 skills	 &	 foresight	 in	 identifying	 areas	 in	 need	of	
improvement	and	by	developing	innovative	solutions.	

	
ESSENTIAL	WORK	HABITS:	

1. Ensure	that	all	work	areas	are	kept	clean,	neat	and	organized.	
2. Report	 to	 work	 as	 scheduled	 maintaining	 a	 level	 of	 absences	 that	 results	 in	

minimal	departmental	disruption	and	minimal	unfair	burden	on	other	employees.	
Adjust	 schedule	 daily/weekly	 as	 required	 in	 order	 to	 accommodate	 workload.	
Adjust	schedule	seasonally	as	needed	depending	on	the	needs	of	the	department.	

3. Maintain	a	positive	and	cooperative	attitude	with	all	fellow	employees.		Promote	
positive	 morale	 in	 your	 department	 by	 working	 effectively	 as	 a	 team	 leader.	
Handle	 any	 stress	 and	 pressure	 of	 the	 job	 without	 causing	 undue	 tension	 and	
disruption.	

4. Communicate	effectively	with	all	fellow	employees.	Communicate	all	relevant	job-
related	 information	 including	 accomplishments,	 complaints,	 suggestions	 and	
concerns	without	delay	to	the	Shipping	Manager.			

5. Actively	 contribute	 to	 the	 continued	 success	 of	 the	 company	by	 generating	 and	
expressing	new	ideas	that	can	result	in	improved	morale,	lower	costs,	improved	
profits,	and	improved	efficiency.		

6. Quickly	 learn	and	 adapt	 to	new	 systems,	 techniques,	equipment	 and	other	new	
company	or	department	direction.	

 



 
 

 
 
 

	

QUALIFICATIONS:	
1. Bilingual	in	English	and	Spanish.			
2. Leadership	experience	in	a	team	setting.	
3. Hi-Lo/Forklift	experience	preferred.	

	
PHYSICAL	ASPECTS:	

1. You	may	have	to	pull	carts	on	4	wheels	castors	weighing	over	200	lbs.	
2. Lifting	a	minimum	of	50	lbs.	
3. Employee	will	be	exposed	to	the	sun	and/or	high	intensity	lights.	Employee	may	be	

exposed	to	temperatures	that	can	be	10-20	degrees	above	the	outside	temperature	
seasonally.	 Employees	 may	 work	 in	 a	 wet	 environment	 where	 clothes	 and	
footwear	can	become	saturated.	

4. Able	 to	 work	 extended	 hour	 days	 up	 to	 16	 hours	 when	 required	 to	 meet	 job	
demands.	

 


