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Stores Clerk / Runner
OXFORD FROZEN FOODS LIMITED, Oxford location, has an opening for a Stores Clerk / Runner.  

Duties and responsibilities include the following:
· To be able to work in a safe manner.

· To give out parts as needed by maintenance, electrical, cleaning staff etc. at the Oxford plant as well as shipping parts to Oxford’s other locations on a timely basis as directed.

· To receive and put away items coming from suppliers, both manually and into Oxford’s computer system.  This also includes keeping track of items for individuals that come from suppliers.

· To manage the inventory and keep records on items as they go out of stores.
· To follow up with suppliers as directed when items are over their due date.

· To keep the stores building, shelving and steel racks clean and tidy by means of sweeping, vacuuming or using a forklift on a daily basis.

· All other items as necessary to carry out ones duties.

· May be required to stay longer than shift on short notice.

· Weekends and deliveries as required.

Qualifications and Assets:
· Graduate of High School

· Good communication skills as well as being customer service oriented.

· Computer training consisting of but not limited to Microsoft excel as well as working within Oxford’s computer system.

· Reporting to the Stores Supervisor, the successful candidate must be able to carry out work with minimal supervision, as this position would be working alone 50% or more of the time.

· Have reliable transportation.

· Good physical condition as there is moving of some items by hand.

· Forklift operator status preferred but not required.
· Work experience within a computerized inventory system.

· Valid driver’s license.
Resumes may be forwarded in confidence to:

Oxford Frozen Foods Ltd. 

P.O. Box 220

Oxford, Nova Scotia  

B0M 1P0

(902) 552-3016

e-mail: resumes@oxfordfrozenfoods.com
We thank all applicants for their interest in this position, however; only those selected will be contacted.  
Closing Date: May 10, 2019
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