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Checklist
Objectives

Ensure the warehouse operates efficiently by organizing, supervising, and training employees while
setting, monitoring, and achieving operational goals.

Develop warehouse operations systems by analyzing product handling and storage requirements,
equipment utilization, inventory management, gate procedures, and shipping workflows.

Oversee daily operations while controlling and managing inventory and logistics.

Plan and optimize workflows, staff allocation, space utilization, equipment layouts, and operational
strategies to meet company standards for productivity, quality, and customer service.

Maintain a safe and compliant work environment by establishing clear procedures and standards
while complying with legal regulations.

Team Management and Compliance

Quality assurance
Inventory control
Space utilization
Shipping and receiving
Customer service

Daily Operations

Manage and supervise daily warehouse
operations, including:

Monitor team productivity and workflow
to ensure smooth daily operations.

Review and update schedules to optimize
staffing and minimize overtime.

Inspect tools, equipment, and machinery
daily; report and arrange maintenance
when required. Complete daily walkthroughs to identify and

address potential safety hazards.

Conduct regular team meetings to discuss
goals, challenges, and updates.

Train warehouse staff to meet performance and
safety standards.

Ensure all warehouse staff comply with health
and safety regulations.

Keep the workspace clean, organized, and free
of obstructions.

Organize regular safety training sessions and
maintain updated compliance records.

Performance and Improvement

Meet with warehouse leads to analyze
productivity and resolve workflow bottlenecks.

Track key performance indicators (KPIs) and
adjust strategies as needed.

Develop action plans for process
improvements and loss prevention.

Oversee inventory levels to ensure accurate
tracking and reporting.

Inventory and Logistics

Coordinate with carriers to ensure on-time
delivery to customers and facilities.

Verify shipping methods and logistics
schedules for efficiency and cost-effectiveness.

Address and resolve issues related to delayed
or damaged shipments promptly.


