
  

 

 CARROLL COUNTY BUSINESS/EMPLOYMENT RESOURCE CENTER 

JOB ORDER FORM 

 224 N. Center Street, Westminster, MD 21157, carrollworks.com 

 

**Employers:  BERC can only provide services for positions that are regular W-2 positions 

 

JOB TITLE: Full Time Receiving Specialist, 1st Shift- Entry Level 

 

 
 

EMPLOYER'S NAME: Strouse 

EMPLOYER'S PRODUCT/SERVICE: Adhesive Converting and Manufacturing 

ADDRESS: 1211 Independence Way, Westminster, Maryland 21157 

PHONE: (410) 848-1611 FAX: 

CONTACT PERSON: Allysa Stoops 

TITLE: HR Assistant 

EMAIL: astoops@strouse.com 

WEBSITE: www.Strouse.com/careers 

 

JOB DESCRIPTION: Daytime position with option for 4/10 scheduling, or five 8 hours shifts! Training 

provided, with opportunities for career growth! 

 

The Receiving Specialist position is in the logistics department and is responsible for all incoming freight 

and is a key player in making sure receiving counts are correct and product is located properly. This 

position is also responsible for performing as backup to Shipping Specialist. 

Essential Functions: 

 

Receive all incoming shipments. Follow procedures for checking incoming shipments; enter all pertinent 

information into the ERP. 

Implement quality control procedures by inspecting products entering the plant using quality checks as 

defined by company policy and procedures. 

Notify Quality Department when return authorizations come in as well as process returns from Strouse to 

our vendors when needed. 

Conduct inventory of products (i.e.; finished goods, boxed goods) monthly. 

Maintain receiving log for items that do not have a PO. 

Wrap pallets, load trucks, and assist courier services. 

Perform pallet and cardboard management. 

Act as a backup to the Shipping Specialist. 

Assist shipping when there is a high volume or high priority need. 

Perform Material Handling tasks as requested, to support the Setup and Supply Team. 

Contribute to the creation, improvement, implementation, documentation, and performance of the 

processes and procedures of The Strouse Corporation Quality Management System. 

Embody Strouse’s values, through respect, and continual focus on process improvement and customer 

delivery excellence. 

 

Competencies: 

 



Attention to Detail 

Good communication, problem solving, listening, and interpersonal skills. 

Organization skills and ability to work well under pressure. 

Possess a strong work ethic and team player mentality. 

Teamwork and effective communication. 

 

Physical Demands: 

The physical demands described herein are those that must be met by the employee (with or without 

reasonable accommodation) to successfully perform the essential functions of the Receiving Specialist 

position: 

 

While performing the duties of this job, the employee is regularly required to stand, walk, reach, climb, 

balance, stoop, kneel, crouch or crawl. The employee must regularly lift and/or move objects that weigh 

up to 50 pounds, frequently lift and/or move objects that weight 50 to 75 pounds and occasionally lift 

and/or move objects that weigh more than 75 pounds. Specific vision abilities required by this j ob include 

close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust 

focus. 

 

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. All employees are expected to 

perform other duties as assigned to support Strouse’s growing, and fast paced business. Duties, 

responsibilities, and activities may change at any time with or without notice. 

 

JOB REQUIREMENTS: Required Education and Experience: 

 

High School Diploma or GED 

Lift Truck Certification (Strouse will provide the training- Receiving Specialist must pass within first 30 

days) 

Computer Proficiency: Knowledge of Microsoft Office Products 

Proficiency in Mathematics and Conversions 

 

Preferred Education and Experience: 

 

1-2 Years of Experience in Warehouse Environment 

Experience with Process Improvement 

Licensed Lift Truck Operator 

Data Entry Experience 

 

OTHER JOB REQUIREMENTS: , , H.S. Diploma/GED, , , , , , , , , , Background Check 

 

WAGES PER HOUR: Based on Experience 

NUMBER OF OPENINGS: 1 

PERMANENT OR TEMPORARY EMPLOYMENT: PERMANENT 

FULL TIME OR PART TIME: FULL TIME 

OVERTIME: NO 

 

 

 



 

BENEFITS: YES 

Health, Vision, and Dental Insurance, 401K, Paid PTO and Holidays 

 

DAYS OF WORK: 

MONDAY 8  TUESDAY 8  WEDNESDAY 8  THURSDAY 8  FRIDAY 8    

 

SHIFT: 1st shift 

 

HOW TO APPLY: jobs@strouse.com or www.strouse.com/careers 

 

WILLING TO TRAIN: YES 

 

EXPERIENCE REQUIRED: NO 

EXPERIENCE IN MONTHS: 

MINIMUM AGE: 18 

 

CLOSING DATE: 04/01/2021 

 

 
Use Only 

Posting Date   03/10/21   Follow-Up Date_______    Pull Date _________     Entered in MWE ________ Staff_____________ 


