Text Only of

Function Manager

Job Description

Text Only of

Function Manager

Job Description


JOB DESCRIPTION/TITLE:
Walgreens Function Manager

DEPARTMENT:
Distribution Centers

DIVISION:
Distribution

JOB RELATIONSHIPS:

(1)
Reports to:
Inbound/Outbound Manager

(2)
Supervises:
Function Leaders



Team Members

(3)
Other Major Relationships:
Will maintain good working relationships and cooperate actively with Company management and other Company and outside associates to ensure that the objectives of the department and Company are met. 

JOB FUNCTIONS:

Responsible for managing assigned function area daily productivity/output by monitoring KPIs (Key Process Indicators); staffs specific functions within assigned function area based on daily distribution center volume and KPI information.  Responsible for ensuring the accuracy and integrity of inventory/merchandise movement by monitoring SIMS/AS-400 system applications.

Responsible for facilitating team member professional development by conducting on-the-job training, performance appraisals, and needs assessments.  Responsible for recommending and assisting in the development of training curricula.  Responsible for demonstrating best practice techniques and ensuring that team members receive proper training on new systems and equipment as needed.

Responsible for conducting  MBGA (Management by  Getting Around) to ensure team member safety, address team member concerns, communicate essential information, and to enforce distribution center policy guidelines.

Responsible for building and cultivating team member morale, motivation, and loyalty by encouraging participation in distribution center activities and special events.

Within the guidelines of authorized Company policies, programs, procedures, budgets, laws, and good business ethics, directs, coordinates, and controls the activities, plans, and programs of the immediate staff.

JOB RESPONSIBILITIES:

 1.
Manages and directs all distribution center personnel, activity, and workflow within assigned function area (shipping, receiving, full-case stock, split-case/full-case pick, etc.).  Communicates function area operations information to distribution center management.

 2.
Manages and is accountable for all operations within assigned function area; ensures that daily productivity, quality, and accuracy goals are met by ensuring that waves are completed on each module floor before work begins on next wave.  (Multiple store orders are picked/shipped with each wave.)

 3.
Ensures the accuracy and integrity of inventory/merchandise movement by monitoring SIMS/ AS‑400 system applications.

 4.
Monitors SIMS/AS-400 system KPI (Key Performance Indicator) information and distribution center daily volume in order to staff specific functions within assigned function area.

 5.
Uses knowledge of distribution center operations in other departments to determine and evaluate daily staffing needs of assigned function area.  When necessary, determines whether or not team members can be "farmed out" (to assist other departments) such that assigned function area productivity is not affected, thus reducing overtime hours and ensuring that distribution center meets daily budget projections.

 6.
Maintains in-depth knowledge of SIMS (the Store Inventory Management System controls distribution center operations and activity).  Monitors function area workflow and measures productivity and quality by designing and executing queries with the SIMS/AS-400 systems and other databases such as FileMaker Pro and Excel.  Downloads information from queries directly into computer databases to facilitate and expedite information tracking and retrieval.

 7.
Creates ad hoc reports on product movement, daily staffing needs, shipping and pick quality/accuracy, inbound/outbound loads, etc., as requested by distribution center operations management.
 8.
Instructs team members on proper SIMS/AS-400 usage and capabilities.
 9.
Coordinates new team member training program; ensures that function leaders are providing proper training and guidance to team members.  Conducts  MBGA (Management by  Getting Around) to ensure that new team members are learning their respective roles.

10.
Conducts needs assessments to evaluate the effectiveness of existing training programs; makes recommendations and assists in the development/modification of training curricula as necessary.  (Training consists of classroom training, coaching sessions, and one-on-one training.)
11.
Constantly monitors and updates team member training checklists to ensure that training needs are being addressed (training checklists are documents that list team member job responsibilities and requirements).
12.
Provides opportunities for cross-training whenever possible and ensures that team members receive proper training on new systems and equipment as needed.

13.
Coordinates team member forklift certification training program.

14.
Ensures that function leaders are capable of managing their assigned function areas in the absence of the Function Manager.

15.
Resolves team member and/or function area conflicts through individual consultations and neighborhood/shift meetings.  Escalates sensitive issues to Human Resources Manager as needed.

16.
Attends daily (morning) operations and shift change transition meetings; provides key information regarding assigned function area operations and staffing levels to distribution center operations management.  Addresses and discusses productivity and accuracy statistics from assigned function area.

17.
Conducts daily start-up meetings for each shift to communicate information concerning function area productivity requirements; 

18.
Conducts monthly department meetings to address team member concerns, review safety procedures, and review Company policy on sexual harassment, drug testing, and the like.

19.
Conducts biweekly one-on-one meetings with team members to review individual performance, provide coaching and feedback, discuss training needs, and solicit feedback/communication.

20.
Attends monthly SAT (Safety Action Team) meetings to ensure that information is communicated to team members.  Informs team members of changes to policy, new safety incentive programs, and other pertinent information that all team members should know.
21.
Ensures compliance with and communicates OSHA regulations to team members in order to ensure the safety, health, and well-being of all employees.

22.
Enforces distribution center rules and regulations through coaching sessions and constructive criticism.  (All coaching sessions are logged.)  When necessary, consults with the Human Resources Department to administer appropriate corrective action (step system).

23.
Cooperates actively with the Loss Prevention Department by investigating inventory level discrepancies and reporting suspicious activity or behavior; maintains an awareness of distribution security guidelines to ensure a safe work environment for all team members.

24.
Participates in Function Manager focus groups (Process Improvement teams) to develop plans and proposals designed to maximize function area output/improve distribution center productivity and quality.  Presents proposal to distribution center management for review.  Implements approved proposals.  Monitors proposal to ensure adherence and overall effectiveness.

25.
Assists in the planning, design, and implementation of various human resources programs (i.e., perfect attendance program, safety program, etc.) by serving on Suggestion Team focus groups.

26.
Periodically attends training seminars (has also completed the Leadership Academy curriculum).

27.
Maintains an in-depth and technical knowledge of sophisticated automated systems in assigned function area and understands interrelationship to other function areas.

28.
Maintains in-depth knowledge of DEA regulations and Company policy concerning the storage, handling, packing, and distribution of controlled substances.  Ensures that all regulations and procedures are strictly enforced in assigned department.  Is accountable for monthly reports to the DEA outlining the movement and handling of controlled substances through each function area of the distribution center.  (Usually applies only to Rx/C-II or Administrative Function Managers.)

29.
Plans, recommends, and directs assigned function area's annual payroll and expense budget.   

30.
Implements department organization structure through proper hiring and placement, scheduling of work, assignment of responsibility, and delega​tion of authority.  

31.
Audits own performance and recommends own objectives and standards of performance.

32.
Maintains an awareness of developments in the distribution center and management fields that relate to job responsibilities, and integrates them into own practices.  

This job description is to be used as a guide for accomplishing Company and department objectives, and only covers the primary functions and responsibilities of the position.  It is in no way to be construed as an all encompassing list of duties. 

TO APPLY:

Forward your resume to Christina Holmer christina.holmer@walgreens.com.
Please include the source of this announcement in your cover letter.
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