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JOB DESCRIPTION 
 

Job Title: Warehouse Associate 

Department: Operations 

Reports To: Warehouse Manager 

FLSA Status: Non-exempt 

Salary Info: $20 - $24 per hour 

Benefit Info: Comprehensive PTO Package; Health and Welfare Benefits; Employee Ownership 

 
Position Summary:  This position is responsible for being a key player working on the warehouse 
team.   As a member of the Operations team, this position delivers excellent service to customers 
and is a positive team player.   
 
Essential Duties and Responsibilities: To perform this job successfully, an individual must be able 
to perform the following satisfactorily; other duties may be assigned. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

1. Warehouse Associate Specific Responsibilities: 
• Properly assemble furniture per directions, chairs, desks 
• Un-carton and inspect new furniture per order, blanket wrap and cart up ready for delivery. 
• Assist with receiving in new furniture, count, inspect 
• Assist with loading and unloading trucks 
• Assist with deliveries when needed 
• Operate in an organized and safe manner 
• Stay on pace, think ahead as you do your work, be efficient and productive, eliminate wasted 

time 
• Ask for help if uncertain or struggling to complete task. 
• Accurately complete time card, including hours worked by day and job # 
• Maintain tools and equipment, use the correct tool for the job 
• Operate safely, be aware of hazardous conditions, report all unsafe conditions to manager, 

wear personal protective equipment when operating power tools or working with chemicals 
• Communicate with others to inform, build trust and confidence, resolve issues, and enhance 

their overall experience   
• Assist with other projects as needed 

 
2. Serve as a Steward of iSpace Core Values and Brand 

• We are EXPERTS: We provide well thought out solutions to support our client’s business 
needs. 

• We are RESOURCEFUL: We will find ways to get it done and make it look easy. 
• We VALUE all PARTNERSHIPS:  Our partners are not viewed as transactions, but 

friends. We support each other and celebrate in each other’s successes. 
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• We believe in TEAMWORK: All of us together are better than each of us alone. 
• We have FUN: Having fun is part of our work experience. We bring our culture to life by 

enjoying ourselves and each other 
• We are OWNERS: We are 100% employee owned. We think and act like owners, making 

every decision count for our collective success. 
 

3. Other duties as needed to meet business needs 
 

Competencies: To perform the job successfully, an individual should demonstrate the following. 

 
Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes 
approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected 
events. 
 
Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are 
covered when absent; Arrives at meetings and appointments on time. 
 
Dependability - Follows instructions, responds to management direction; Takes responsibility for 
own actions; Keeps commitments; Commits to long hours of work when necessary to reach goals; 
Completes tasks on time or notifies appropriate person with an alternate plan. 
 
Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; 
Applies feedback to improve performance; Monitors own work to ensure quality. 
 
Quantity - Meets productivity standards; Completes work in timely manner; Strives to increase 
productivity; Works quickly. 
 
Safety and Security - Observes safety and security procedures; Determines appropriate action 
beyond guidelines; Reports potentially unsafe conditions; Uses equipment and materials properly. 
 
Qualifications:  To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Education/Experience: 
High School Diploma and related experience in furniture or construction field or industry desired. 
 
Computer Skills: 
Basic computer entry and ability to use other devices: such as an iPad. 
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Other Skills and Requirements:  
• Strong mechanical abilities; proficient at working with power tools, equipment, and assembly of 

components 
• Communicates effectively with management, employees, vendors, and customers 
• Excellent service and teamwork skills; shows respect when dealing with customers and team 

members 
• Demonstrates positive and willing attitude at all times 
• Looks for ways to consistently improve processes, procedure, efficiency, and quality 
• Strong attention to detail; able to complete work both accurately and efficiently  
• Applies sound judgment and creative problem-solving skills to resolve work issues 
• Results-oriented with proven ability to organize, plan, and prioritize work to meet deadlines 
• Strong work ethic with an unwavering commitment to quality, service, and professional results 
 
Work Environment:  The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
The noise level is usually moderate. Possible exposures to cleaning chemicals. 
 
Physical Demands:  The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this Job, the employee is regularly required to sit; reach with hands 
and arms and talk or hear. The employee is occasionally required to stand; walk and stoop. The 
employee must regularly lift and /or move up to 10 pounds and occasionally lift and/or move up to 70 
pounds. Specific vision abilities required by this job include Close vision, Distance vision, Depth 
perception and Ability to adjust focus. 
 
The above job description is not intended to be an all-inclusive list of duties and standards of the 
position.  Incumbents will follow any other instructions, and perform any other related duties, as 
assigned by their supervisor. 
 

 

 

__________________________________________________________________________ 
ACKNOWLEDGED:  Employee Signature Date 
 
_______________________________________________ 
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PRINT:  Employee Name 
 
___________________________________________________________________________ 
ACKNOWLEDGED:  Supervisor/Manager Signature Date 
  
iSPACE environments is an Equal Opportunity Employer and will not discriminate against or harass any 
employee or applicant for employment because of race, color, creed, religion, national origin, sex, sexual 
orientation, disability, age, marital status, familial status, membership or activity in a local human rights 
commission, status with regard to public assistance, or any other basis under law. 


