
 

Warehouse Manager 

Department: Retail Employment Type: Full Time 

Supervises: Warehouse Staff FLSA Classification: Non-Exempt 

Reports To: Director of Retail Compensation Type: Hourly 

Location: 313 W Taylor 

Kokomo, IN 46901 
Weekly Hours: 40 

 

Position Summary:  

The role involves following the leadership of the Director of Retail, collaborating with the Retail Team, 

volunteers, and others to maintain an organized and efficient warehouse while ensuring tasks are completed 

effectively. It also includes managing the donation process with trustworthiness, training team members, and 

providing respectful and welcoming service to donors and customers.  

 
Main Responsibilities:  

1) Lead the warehouse team. 
a) Includes warehouse staff, residents and volunteers, working with staff to train and oversee 

residents and staff. 
b) Keep the work spaces as clean and clear as possible to ensure the safety of everyone on site.  

c) Train, monitor and improve warehouse systems as needed to ensure the success of the retail 
program. 

d) Tracks volunteer hours, communicating with the Trustee’s office and probation. 
2) Plans all truck usage. 

a) Schedules all pickups and deliveries 
b) Schedules pickups and relays information to both warehouses for recycling. 
c) Invoices companies and tracks payment with financial manager. 

3) Oversee and be trustworthy with every aspect of the donation process.  
a) Follow and uphold KRM donation policies. 
b) Work with all appropriate personnel to receive items with gratitude.  

c) Send various items to appropriate locations with the help of staff. 
4) Work with the Care & Share store manager. 

a) Any and all donations coming in go through the store manager for placement.  
b) Directs men based on store managers requirements. 

 
Requirements: 
Employment at Kokomo Rescue Mission:  

• Must possess a personal faith in Jesus Christ and pursue growing that faith in community with other 
believers. 



• Must believe and adhere to the Kokomo Rescue Mission Doctrinal Statement and qualifications for 
employment outlined in the handbook. 

• Must carry out the mission and vision of the Kokomo Rescue Mission while doing daily tasks.  

• Must follow the leadership of the supervisor and work well with other KRM staff and clients.  
 

Position Requirements:  

• Must excel in interpersonal relations skills. 

• Must be compassionate and caring. 

• Must be detail-oriented and proficient in use of technology. 

 

Education or Skill Set:  

• Experience managing teams preferred. 

• Experience with Excel and other Microsoft suite software. 
 
Physical Requirements:  

• Standing/Sitting continuously 

• Lifting/Carrying frequently 

• Climbing stairs occasionally 

• Bending/Kneeling/Crouching frequently 

• Reaching frequently 

• Chemical hazards occasionally 

• Communication continuously 

ADA scale:  

                Occasional basis: up to 33% 
                Frequent basis: 34-66% 
                Continuous basis: 67-100% 
 

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

functions.  

 
Acknowledgement: 
I hereby acknowledge and accept these responsibilities for the position as outlined in this description.  I also 

acknowledge that other duties may be necessary as the need arises for the smooth operation of the Kokomo 

Rescue Mission. 

Signed____________________________________ 

 

Date______________________________________           


