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 SHIPPING/RECEIVING CLERK 
 
 
1. Operate fork truck to load and unload trucks. 
 
2. Monitor stock of shipping supplies - i.e. cartons, tape, strapping, etc., 

communicate low levels to Office Manager. 
 
3. Participate in classes to become certified and licensed to operate a fork truck. 
 
4. Assist with daily operations as time permits. 
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