
 

 
Classification 
Hourly  
Non-Exempt  
 
Reports To: 
Stephanie Homick – Assistant Operations Manager 
With joint responsibilities reporting to  
Tiffany Harter – Human Resources/Purchasing/Internal Compliance 
 

Summary / Objective 

Under the direction of both the Assistant Operation Manager and Human Resources, this position will 
provide administrative support for multiple departments across the company. In addition to typing, 
filing, and answering phone calls, performs order processing, customer service, order tracking, return 
processes and freight claims. This is a high customer service positon with the ability to support various 
departments within the company. Deals with a diverse group of external callers as well as internal 
contacts at all levels of the company. Independent judgment is required to plan, prioritize and organize 
workload, recommends changes in office practices or procedures if suited.  
 

Essential Job Functions  

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

1. Sales Order Entry  
2. Sales Order Tracking and Follow up  
3. Strong Customer Service 
4. Support to Internal and Outside Sales Team  
5. Process Customer Returns 
6. Process Vendor Returns 
7. Process Customer Credits 
8. Manage Freight Claims  
9. Amazon and EBay Order Processing, Tracking and Follow Up 
10. Internal E-Commerce Website Order Processing 
11. Customer Portal Management 
12. New Customer and New Vendor Set up 
13. Acts as a liaison with other departments 
14. Types and designs general correspondences, memos, emails etc.  
15. Maintains applicable spreadsheets  

 

 

 



Competencies 

1. Customer/Client Focus 
2. Decision Making 
3. Leadership 
4. Thoroughness 
5. Strong attention to detail  
6. Ability to work with a team  
7. Independent self-starter 
8. Collaboration Skills  
9. Flexibility 
10. Communication Proficiency 

Work Environment 

This position operates in a professional office environment. This role routinely uses standard office 
equipment such as computers, phones, photocopiers, filing cabinets and fax machines.  

Physical Demands 

This job is largely a sedentary role; however, some filing is required. This would require the ability to lift 
files, open filing cabinets and bend and stand as necessary. Employee must be able to sit for prolonged 
periods at times while working at a computer station. Employee must be able to operate a hand held 
phone.  

Position Type/Expected Hours of Work 

This is a full time position. Hours of work are Monday-Friday 8am to 5pm with a 1 hour lunch from 
12:00pm to 1:00pm.  

Required Education and Experience 

1. High school diploma. 
2. Experience working in a distribution or manufacturing environment 
3. 1-2 years customer service experience  
4. ERP System knowledge 

Preferred Education and Experience 

1. SAGE 100 ERP 
2. Freight Terminology  
3. E-commerce website exposure 

AAP/EEO Statement 

Lorad LLC / Adlor LLC is an equal opportunity employer  

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee for this job. Duties, responsibilities and 
activities may change at any time with or without notice. 



 


