Shipping Tasks and Responsibilities
Fulfillment of orders is priority!  In between putting up orders or having to wait for labels, there are other tasks that need to be maintained and completed on a regular basis.

· Shredding of old documents and order forms

· Trash throughout the entire building which includes but is not limited to include: Warehouse areas, Customer Service areas, Data areas, bathrooms, kitchen areas, Corporate side (Press Room), Front Office and bin outside of East entrance.
· Upkeep of outside areas (outside doors, dock, parking lot, etc) which includes sweeping, picking up of trash, emptying of trash, shoveling as applicable.
· Helping with maintaining inventory levels of posters and supplies throughout the building.  This includes communicating what is needed and putting away of any incoming supplies.  Any old, damaged or defective posters should be counted and recorded and then disposed of.
