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Position Title City, State Length Stipend
SCM Order Processing Coordinator Commerce, CA 12 74 & $18.00 / Hour

Job Descriptions / Academic Background

Order process

- Receiving orders, input into the system, print all the ordered list and hand over to warehouse workers.

- Adjust order quantity communicating with stores and issue picking list.

- Input PO information into the system and print all the ordered list and hand over to warehouse for receiving.
- Verify invoices of venders with quantity and amount when it is delivered based on PO.

- Check and verify item and quantity when receiving and shipping out.

- Daily inventory check, if necessary.

Inventory

- Keep and track the precise records of all incoming and outgoing products.
- Confirm receiving and shipping out daily to keep right daily inventory data.
- Report any issues such as shortages, overages, aging, etc.

- Participate in monthly physical inventory check

AY ZH, 9, ZEYRA 2 5, 4

=
=, 8

oK

87, 4 A, 4

Company & City Information
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