
BAY AREA BEVERAGE COMPANY 
  
 
TITLE:    Day Warehouse Manager 
DEPARTMENT:  Day Warehouse 
REPORTS TO:   Operations Manager 
LOCATION:   Richmond, CA 
BENEFITS:   Yes 
STATUS:   Full-time, Exempt 
 
 
GENERAL DESCRIPTION: 

The Day Warehouse Manager is an integral member of the Operating Team expected to 
exercise a significant degree of independence and impartiality.  
 
The Day Warehouse Manager is primarily responsible for directing and coordinating 
activities of BABCo’s distribution warehouse by performing the following duties. 
  
ESSENTIAL DUTIES AND RESPONSIBILITIES 
Management  
 

1. Supervises and coordinates activities of workers engaged in shipping and receiving 
functions; maintaining inventory records and performing physical inventories; 
reconciling product and paperwork from returning deliveries; reworking product; and 
maintaining a clean and safe work environment 

2. Communicates goals and objectives, applies company policies, staffs, trains, 
coaches, administers discipline, and insures positive employee relations 

3. Reviews the performance of employees and recommends salary changes 
4. Maintains responsibility for all aspects of Supplier quality audits which relate to 

distribution warehouse functions 
 
Shipping and Receiving: 

1. Reviews inbound inventory and customer order transactions in order to plan work 
activities 

2. Assigns workers to specific duties, such as verifying amounts of and storing 
incoming inventory and assembling customer orders for delivery 

3. Establishes operational procedures for verification of inbound and outbound 
shipments, handling and disposition of inventory, and keeping of warehouse 
inventory 

4. Coordinates activities of distribution warehouse with activities of sales, record 
control, and purchasing departments to ensure availability of inventory 

5. Maintains adequate levels of material to be used in the repackaging of broken 
material  

 
Inventory Control: 

1. Ensures accuracy of inbound, outbound and stored inventories 
2. Coordinates and assists in reconciliations of all inventory counts 
3. Monitors and adjusts system inventory in order to reflect accurate on-floor 

inventory quantities 
4. Plans, organizes, and leads the annual physical inventory process 
5. Monitors close to code product for all packages and works closely with Sales to 

effectively manage both close-to-code and out-of-code product 
6. Directs reclamation of damaged merchandise 



7. Ensures product rotation standards are maintained 
 

 
Product Returns: 

1. Supervises the efficient check in and verification of returned product and dunnage  
2. Ensures product, monies, and paperwork are properly accounted for  
3. Uses resources to timely sort product for rework, destruction, or return to stock 
4. Ensures system transactions are timely and accurate  

 
 
Safety & Cleanliness: 

1. Along with the Human Resources Manager, is a member of BABCo’s Safety 
Management Team 

2. Champions occupational health and safety awareness for all personnel 
3. Advises on occupational health and safety problems or obtaining advice on 

unfamiliar problems from Occupational Safety and Health Association (OSHA) or 
other sources 

4. Brings to the attention of the Operations Manager, General Manager, and the Human 
Resources Manager unresolved occupational health and safety problems 

5. Provides support in investigating and reporting on all operations related incidents, 
injuries, and occupational health problems 

6. Liaises with Human Resources and OSHA including providing requested information 
to OSHA when required 

7. Ensures distribution warehouse is cleaned regularly, and is free of debris, broken 
product (glass, liquid, etc.), and any other forms of work byproduct which inhibits the 
safe and timely performance of warehouse job functions  


