
QUALITY MOLDED PLASTICS LTD.  JOB DESCRIPTION 

 
Full-time position:  Reviewed 02 - 12 - 15 
Employee:   
Position Title:  Logistics Coordinator  
Area:    QMP – Indoor and Outdoor 
Department:  Production 
Reports to:  Production Supervisor 
________________________________________________________________________ 
 
REQUIREMENTS: 
 
Knowledge: 

 Completion of Grade 12 
 Of Microsoft Office 
 Of Inventory Control Techniques 
 Forklift certification is required 
 Related education/training from a recognized secondary institute is an asset 

 
Experience: 

 Two to Three years of related work experience or as a warehouse worker is 
preferred 

 Two years of operating fork-lifts and crane equipment 
 Experience operating forklifts rated for 10,000LB or more is preferred 

 
Special Skills and Abilities: 

 Ability to work with minimal supervision 
 Effective organizational, problem solving, decision making and communication 

skills  
 Ability to do heavy lifting 
 Ability to safely maneuver equipment in restricted/limited room 

________________________________________________________________________ 
 
Primary Function: 
 
Responsible to the Production Supervisor for shipping/receiving and recording the 
movement of supplies and materials to an establishment including the loading and 
unloading of trucks and couriers. 
Also responsible to the Production Supervisor for maintaining inventory control and for 
the organization of the yard and mold storage. 
Supports QMP in maintenance of the yard and parking lot utilizing appropriate 
equipment and materials.



 Description of Duties: 
 

1. Inspects and verifies assigned incoming and outgoing goods against packing slips 
or other documents, records rejects and damaged items. 

2. Operates material handling equipment, such as pallet jacks, forklifts, cranes as 
required to load, unload, transport and store goods. 

3. Completes loading and unloading of trucks and oversees this activity if other 
personnel are assisting. 

4. Unpacks and routes goods to appropriate storage areas. 
5. Determine methods of shipment and prepares bills of lading, and other shipping 

documents. 
6. Assembles containers and crates, packs goods to be shipped and affixes 

identifying information and shipping instructions. 
7. Maintain an internal, manual and/or computerized record keeping system. 
8. Ensures that all necessary related documentation is being properly completed 

and that quality checks are being done. 
9. Maintains both mold storage and yard storage organization. 
10. Maintains inventory and requests shipping supplies. 
11. Maintaining the yard and parking area during winter in regard to leveling and 

removal of snow. 
12. Maintaining the yard and parking area during summer in regard to leveling and 

cleaning. 
13. Perform duties to clean and maintain landscaped environments. 
14. Assists with other job duties as assigned (assembly, etc.). 
15. Schedules work in order to meet specified timelines and due dates. 
16. Assists with cleaning or lubricating equipment according to the pre-operational 

checks and supports preventative maintenance program (PMP) requirements. 
17. Supports the company OH&S standards and policies and assists with identifying 

and implementing corrective actions to resolve OH&S issues. 
18. Supports the company Quality Management System and assists with identifying 

and implementing corrective actions to resolve quality related issues. 
 

Interrelationships - Internal/External: 
 
Production Personnel 
Administration Personnel 
Mold Shop Personnel 
Transportation/Courier Companies 
Customers 
 
Conditions of Work: 
 
Hours of Work: 80 hours / 2 weeks, Monday to Friday. 
Physical Effort: Moderate to heavy 
Environment: Requirement to work with odors, noise, frequent or regular 

interruptions.  Working outdoors.  



Acknowledgement: 
 
I have reviewed the above Job Description with my Supervisor. I understand that the list 
of duties is not exhaustive and that I may be assigned additional tasks by my Supervisor, 
related to my primary function, from time to time. I agree to fulfill my job 
responsibilities to the best of my ability, and will treat everyone with respect. 
 
 
_________________________       _________________________     _______________ 
Employee            Supervisor        Date 


