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JOB DESCRIPTION

Title: 
Order Fulfillment Specialist II

Location: 
Corporate Office – Scottsdale, Arizona



Reports To: 
Scheduling Manager



Department: 
Supply Chain & Service Operations
Date:

29-Mar-16



JOB SUMMARY:  Internally manage customer orders to ensure customer has a very positive end to end experience.  Ensure timely and accurate processing of orders and maintain ownership and oversight of the orders until they are shipped and invoiced. 
KEY DUTIES & RESPONSIBILITIES
· Strong interface direct with customers, sales, and sales engineers

· Ensure every Equinox order is managed accurately and efficiently to accommodate customer requests as frequently as possible

· Provide leadership to the fulfillment team to stay on task and meet departmental objectives
· Ensure all employees are trained appropriately to perform job functions 

· Measure and drive continuous improvement in speed, quality, and cost of the order entry, order management, project execution, and customer service functions

· Oversee and approve special processes, customer returns, OOBF RMA’s and credits

· Manage customer projects such as install schedules and SWAPs as needed

· Manage any discrepancies regarding order processing, invoices, credit notes, and logistics 

· Strong time management, prioritization, organization, and collaboration skills required.
· Identify process improvements and coordinate internal projects in order to support supply chain objectives
· Provide support in testing and troubleshooting system enhancements and transitions 
· Track and Report departmental Key Performance Indicators to executive management
KNOWLEDGE, SKILLS, & EDUCATION REQUIRED
· Excellent analytical and problem solving skills to quickly analyze, interpret and recommend solutions to key stakeholders

· Understanding of Supply Chain principles and Distribution Requirements 

· Proficient computer skills in Microsoft Office, including One Note, Word, Excel and PowerPoint

· Strong organization and relationship management skills (both internal and external)

· Highly motivational and self-disciplined

· Energy and tolerance for stress: display a high level of useful activity at work while showing stability in stressful situations or when under pressure or being opposed 

· Demonstrated decision making skills with the ability to analyze complex customer issues and to develop, implement and communicate cost-effective solutions
· Associates Degree in Business Administration, Management, Supply Chain, Operations  or 5 years equivalent experience

PHYSICAL REQIUREMENTS FOR THIS JOB:

Work is performed in a large cubicle office environment utilizing standard office equipment; such as, computers, telephones, copy machines, printers and faxes.  Must be able to enter data using a keyboard.  Must be able to communicate with and understand people speaking with various accents. FILLIN  \* MERGEFORMAT 
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	10
	%


	x
	EXEMPT
	
	NON-EXEMPT


_______________________________              _________________________

Manager’s Signature                                         Human Resource Signature

The duties and responsibilities listed in this job description are not comprehensive and are subject to change without notice.  Providing an employee with a copy of this job description does not constitute a guarantee of employment, nor does it guarantee employment for any specific duration.  The physical demands described here are representative of those which must be met by an employee to successfully perform the duties of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform these duties.
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