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POSITION ANNOUNCEMENT 

 

DISTRIBUTION LEAD - Olive Branch, MS 

 

Williams-Sonoma, Inc. is a multi-channel specialty retailer of home furnishings and gourmet cookware whose 

mission is to “enhance the quality of our customers’ lives at home.” We offer high-quality, stylish products for 

every room in the house, the backyard and even the garage. Brands in our portfolio include Williams-Sonoma, 

Pottery Barn, Pottery Barn Kids, PBteen, West Elm, Mark and Graham and Rejuvenation, all of which allow us 

to reach a diverse customer group throughout different stages of life. 

  

By embracing new technologies and creating our own innovative customer-engagement strategies, we are able 

to continually refine our best-in-class approach to multi-channel retailing. We proudly operate hundreds of 

stores in the United States, Canada, Puerto Rico, Australia and the United Kingdom, and franchise our brands to 

third parties in the Middle East and Southeast Asia. Our products are available to customers worldwide through 

catalogs and our e-Commerce sites, which today produce over 50% of our business. 

 

Currently we have openings for Distribution Lead positions at our facilities in Olive Branch, MS.  

 

Lead’s Essential Duties and Responsibilities include but are not limited to: 

 Ensures materials are packaged accurately and production goals are met for the      specific goals of the 

assigned department 

 Ensures policies are followed and safety is enforced for the assigned department 

 Trains, directs and supervises distribution associates to achieve customer goals 

 Helps to assist associates by addressing problems or concerns of associates 

 90+ percent on-the-floor, hands-on position 

 Actively listens and provides timely feedback to the team 

 Identifies and analyzes productivity issues and presents solutions to manager 

 

Qualifications: 

 Ability to develop and build strong relationships at all levels of the organization  

 Experience with warehouse management systems (PKMS is a plus)  

 2-4 years' supervisory/lead experience in distribution 

 Knowledge of pick/pack operations, shipping, the replenishment process and inventory management 

 Ability to interpret and understand policies and procedures and relate them to others 

 Bachelor’s degree required 

 Advance level Excel; Bi-lingual is a plus 

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line "Distribution Lead". 
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POSITION ANNOUNCEMENT 

 

COORDINATOR – CUSTOMS/COMPLIANCE - Olive Branch, MS 

 

POSITION SUMMARY: 

Williams-Sonoma, Inc. is seeking a proven professional with 3 years or more experience working for an 

importer of retail merchandise preferable in the area of Customs or Finance.  You will be part of a team that is 

responsible for developing and administering internal controls to ensure high level of Customs compliance. The 

ideal candidate will have experience in auditing and proven ability in demonstrating due diligence. This 

candidate will receive training in the area of Customs rules and regulations; therefore this position is ideal for 

someone with interest in developing their knowledge of international trade. 

The performance expectations of this position include; acting with a high sense of urgency, analyzing and 

determining root causes, thinking and planning strategically, elevating operational issues effectively.  

 

PRIMARY FUNCTIONS: 

 Assist with preparation of export documentation and export filing for the following types of shipments 

out of Distribution Center: Return to Vendor Shipments, Stock Withdrawal Shipments, and International 

Customer Shipments.   

 Obtain and prepare documentation such as commercial invoices and packing lists needed for 

international shipments. 

 Work with Foreign Costing department to conduct and analyze Valuation audits.    

 Obtain and prepare documents necessary to execute audit plans that test areas of compliance.  Assist 

with the review and information gathering to determine level of compliance. 

 Other duties as assigned 

 

MINIMUM QUALIFICATIONS: 

 A BS/BA degree in Accounting or International Trade/Business or equivalent preferred 

 2-4 years work experience requiring auditing skills  

 Experience with MS Access, Excel and Word 

 Strong analytical and problem solving skills   

 

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “Coordinator – Customs/Compliance ". 
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POSITION ANNOUNCEMENT 

 

ICS OPERATOR - Olive Branch, MS 

 

POSITION SUMMARY: 

Responsibilities include inspecting all merchandise in diverted totes, keeping up with picker errors, and 

communicating reoccurring problem SKU’s to Quality Assurance. 

 

PRIMARY FUNCTIONS: 

 Log into the ICS terminal 

 Scan invoices to check for cancelled orders or to override weight discrepancies on correct totes 

 Retrieve the invoice from the tote 

 Verify the merchandise SKU number and quantity in each tote 

 Remove excess merchandise and place it in a separate tote 

 Determine location and picker responsible for error 

 Remove the merchandise and place it in a separate tote for all cancelled orders 

 Log all cancelled orders, reoccurring SKU’s and picker mistakes on the ICS Inspection form to be 

turned in to management at the end of the shift 

 Communicate any reoccurring SKU’s to Quality Assurance 

 Keep the line moving; Maintain a clean and safe work area 

 Perform random audits as needed 

 Perform other duties as assigned 

 

MINIMUM QUALIFICATIONS: 

 Excellent attendance, organizational skills and follow-up skills 

 Strong communication skills (verbal and written), One on One 

 Strong comprehension of the English language 

 PC Skills-Ability to work on the current warehouse computer system, preferred 

 Ability to read and comprehend basic math 

 Excessive walking; Good Housekeeping 

 Flexibility a must.  Must be able to bend, squat and reach 

 Must be able to lift up to 70 lbs continuously 

 Ability to sustain fast and steady work pace 

 Successfully pass mathematical test  

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “ICS Operator ". 
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POSITION ANNOUNCEMENT 

 

CONVEYOR TECHNICIAN - Olive Branch, MS 

 

POSITION SUMMARY:   

Maintains and repairs equipment to promote maximum uptime, operational efficiency, and long-term upkeep of 

the Distribution Center.  Major responsibilities of this position include: wiring work, welding, repairing, 

troubleshooting, and plumbing etc. to maintain and repair electrical motors, conveyor systems, sorting systems, 

and other mechanical and electrical systems.  This position requires a High School diploma.  Duties require one 

to be on their feet for several hours at a time addressing mechanical and electrical repairs throughout the 

facility.  Required skills for the position include mechanical, electrical, and welding abilities. 

 

PRIMARY FUNCTIONS: 

 Maintain and repair conveyor system as needed.  (Includes belts, electric motors, rollers, electronic 

controls, etc.) 

 Maintain and repair sorter systems as needed.  (Includes laser scanners, computer and electronics, 

electric motors and gears, etc.) 

 Maintain conveyor, understand flow of system, start, stop, and un-jam.  Check zones, belt tracking, and 

oilier, minor repairs, PMs with assistance. 

 Maintain, repair and upgrade Distribution Center facilities such as office fixtures, painting, plumbing, 

racking and other structural improvements to the building. 

 Maintain building lighting, able to change out lights.  Basic troubleshooting of lights, displays and 

wiring. 

 

MINIMUM QUALIFICATIONS: 

 High School diploma or equivalent is strongly recommended 

 Knowledge of general warehouse practices 

 3-5 years working as a maintenance technician in a similar environment 

 Ability to read technical manuals related to sorter and conveyor systems, lift trucks and forklift systems 

and other equipment in the facility 

 Knowledge of PLC a plus 

 PC competency, use the basics of Word, Excel, and Outlook.  Familiar with the Microsoft Windows 

environment. 

 Maintenance and repair experience with 3 phase 480 VAC wiring, DC/AC motor controls preferred. 

 Maintenance and repair experience with material handling systems and programmable controllers 

preferred. 

 Maintenance and repair experience with electronic controls as well as electric motors of various sizes 

preferred 

 Maintenance and repair experience with sorter systems including laser scanners and electronic controls 
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 Ability to read schematics and drawings of the distribution center 

 Ability to add, subtract, multiply and divide to calculate sums, proportions, percentages as well as ratios 

 Ability to diagnose and solve problems on malfunctioning equipment and to prioritize work orders and 

answer questions related to those projects 

 Ability to reach upwards, downwards and sideways to work with small parts in equipment 

 Ability to bend, crouch, twist, crawl as needed to access and repair equipment 

 Ability to walk and stand on feet for several hours at a time 

 Ability to climb stairs and ladders to access equipment 

 Ability to manipulate hand, electrical, hydraulic and other tools as needed 

 Ability to work closely to moving machinery and parts without incurring physical injury 

 Ability to lift parts and tools weighing on average 25 pounds, occasionally weighing up to 80 pounds 

 

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “Conveyor Technician ". 



WILLIAMS-SONOMA, INC. 
             

 

Post until:  09/14/2015  Page 6 
 

POSITION ANNOUNCEMENT 

 

INVENTORY CONTROL ANALYST - Olive Branch, MS 

 

POSITION SUMMARY: 

Associate responsible for helping to maintain inventory accuracy throughout the building in both Primary and 

Reserve locations.  Maintain inventory related Lock Code and other reports according to company guidelines.  

Provide inventory related experience and knowledge support to other departments throughout the company.  

Perform cycle counts when needed.  Analyze inventory related errors, provide feedback, develop root cause and 

associated actions to correct problems identified. 

 

PRIMARY FUNCTIONS: 

 Perform cycle counts on Primary and Reserve locations (Min of 750 per day) 

 Investigate cycle count and other inventory related errors and provide feedback to warehouse daily  

 Perform Free Space audits, location audits, dock audits and drop zone audits 

 Provide support to other departments on Inventory Related issues 

 Support training for both the Sample and Physical Inventory process 

 Work with corporate on SKU number and quantity discrepancies when needed 

 Perform audits of operational processes and locations 

 Train others on daily work assignments when needed 

 Research inventory variances, problem SKU’s and research SKU’s on lock code report 

 

MINIMUM QUALIFICATIONS: 

 Basic knowledge of Receiving, Replenishment, Picking, Shipping, Inventory Control, Profiling, and 

Waving 

 Certified to operate an Order Picker, Reach Truck and 537 

 Have working knowledge of Excel and PKMS 

 High School diploma or equivalent is strongly recommended 

 Analytical ability to solve problems and develop root cause 

 Strong computer skills (excel, word and email) 

 Knowledge of basic math (addition and subtraction) 

 Ability to operate RF equipment where needed 

 Ability to multi-task within the inventory control department 

 Ability to climb stairs and/or walk consistently throughout the day 

 Excellent communication skills (verbal and written) 

 Available to work overtime and flexible schedules 

 Ability to drive 537 and Order Picker to perform cycle counts and investigate other inventory related 

issues 
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 Heavy lifting up to 75 pounds 

 Ability to work without supervision  

 

PREFERRED QUALIFICATIONS: 

 CRT and/or hand held terminal experience  

 Working knowledge of other warehouse department/operations 

 

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “Inventory Control Analyst ". 
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POSITION ANNOUNCEMENT 

 

REPORT ANALYST - Olive Branch, MS 

 

JOB SUMMARY: 

The Report Analyst will generate and review reporting utilized to support Distribution Operations functions, 

provide visibility to key metrics results, and coordinate wave reconciliation efforts.  As a supplementary 

function this individual may also be called upon to run waves and/or support label control operations, and pull 

high priority orders after normal business hours. 

 

ESSENTIAL JOB FUNCTIONS: 

 Generate daily reporting according to pre-determined timelines 

 Run various waves effectively, accurately, and efficiently 

 Operate in Direct to Customer environments 

 Communicate with corporate partners and upper management/leadership on status of projects, timelines, and 

estimated completion times 

 Conduct detailed research on skus, customer orders, tracking, etc. 

 Work with the Transportation Department and Shipping as well as Accounting  

 Communicate pickticket and tracking information as needed 

 Generate, copy, fax, scan, and catalogue important paperwork 

 Print collates correctly and stage them for pickers 

 Work with Excel documents, QlikView reports, and E-mail to ensure accurate follow-through on requests 

for allocations, special orders and requests, rejected allocations, unselected distros, and wave reconciliation 

for the General Managers, Managers, and Leads 

 Communicate with operations managers and leads to ensure that all service goals are met 

 Ensure that lock codes impeding a sku from waving are addressed in a timely manner 

 Ability to work with Zebra printers to load and clean them 

 Ability to print labels and collates and sort and stage for the next day’s work 

 

MINIMUM QUALIFICATIONS: 

 High school diploma or equivalent.  

 1 year experience working with warehouse management systems to be able to move within the system 

regarding inventory screens. 

 General knowledge in the use of MS Excel and Outlook.  

 Ability to analyze data and organize reports. 

 Must have good written and verbal communication skills. 

 Ability to stand for at least 2-8 hours at a time performing productivity observations in the distribution center 

environment. 
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 Ability to work in a multi-cultural environment with cultural sensitivity and awareness is essential.   

 Flexibility to work on individual initiatives as well as team initiatives. 

 Ability to multi-task. 

 Must be dependable to work independently.  

 Must be able and willing to train other associates.  

 Must be able, after training, to cover for the other waving functions, administrative assistant, and label 

control clerks. 

 

PREFERRED QUALIFICATIONS:  

 3 years experience working with a warehouse management system, MS Word, Excel and Outlook 

 Experience performing time and motion studies. 

 

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “Report Analyst ". 
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POSITION ANNOUNCEMENT 

 

PROFILE ANALYST - Olive Branch, MS 

 

POSITION SUMMARY: 

This position is responsible for assigning locations to new SKUs and creating move sheets to clear locations for 

new incoming merchandise. 

 

PRIMARY FUNCTIONS: 

 Profile primary pick locations to increase pick & stock efficiency and satisfy customer orders. 

 Maintain dynamic locations and reconcile each day’s wave/cartons. 

 Work with wave reconciliation team to clean waves each day. 

 Work to monitor each days MS cartons and work closely with QA on dimension requirements 

  Possess exceptional communication skills and personify professionalism; communication to corporate 

via e-mail or telephone. 

 Maintain lock codes 

 Generate report for SKU assignment 

 Generate move sheets in order to create additional primary locations 

 Be able to fill all roles within the department in case of absences 

 

MINIMUM QUALIFICATIONS: 

 Be knowledgeable in Receiving, Replenishment, Picking, Shipping, Inventory Control, Profiling, and 

Waving. 

 Have working knowledge of PKMS, MS Office Word, Excel, and Outlook  

 Excellent Attendance 

 Good communications Skills 

 Strong analytical thinking skills 

 PC Skills – AS400 System 

 Strong working knowledge of PKMS 

 Experience with reconciling waves 

 Demonstrable mathematical ability 

 

PREFERRED QUALIFICATIONS: 

 Some college preferred  

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “Profile Analyst ". 
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POSITION ANNOUNCEMENT 

 

ACCOUNTING ASSOCIATE - Olive Branch, MS 

 

POSITION SUMMARY: 

Maintain accurate totals of sales, returns, and cogs associated with the retail furniture accounting process.    

Balance retail store sales and cash receipts.  Research lost gift card requests and issue replacements when 

appropriate.  Respond to various credit card companies’ retrieval requests and investigate and challenge credit 

card chargebacks. Calculate cost adjustments related to the final landed cost of all foreign SKU’s. Allocate 

freight and brokerage costs at the SKU level.  Key the cost adjustments into the Mail Order and Retail systems.  

Review completed files as requested and maintain established levels of productivity. 

 

PRIMARY FUNCTIONS: 

 Prepare reports supporting monthly furniture journal entries for recording and reclassing sales, returns 

and cogs associated with the furniture accounting process. 

 Perform on-line balancing of retail stores’ sales and cash receipts. 

 Identify retail stores’ balancing discrepancies and resolve differences with the stores.  Input corrective 

entries and record missing transactions as needed. 

 Identify and obtain relevant documentation to respond to credit card companies’ requests for 

information. 

 Document and compose written responses to credit card companies within the prescribed deadlines.  

 Assist in the reconciliation of gift cards and certificates in order to account for all issues and 

redemptions. 

 Respond to void requests and research requests for lost gift cards and certificates on a daily basis. 

 Process and analyze cost adjustments for both the Mail Order and Retail stock ledgers at the SKU level 

while maintaining established levels of productivity. 

 Process all cost allocations to the SKU level resulting from the Cost Transfer request form completed by 

a merchandise buyer.  

 Assist in bi-annual physical inventories as needed. 

 Ensure that all files are costed prior to the physical inventory and year-end closing. 

 Allocate appropriate costs to the SKU level and prepare a calculation of the final landed cost of all 

foreign SKU’s within designated deadline. 

 Calculate the final landed cost for all SKU’s in each assigned foreign shipment import file. 

 Maintain daily fulfillment of gift and merchandise card requests for Business Sales orders, risk 

management and accommodations 

 Process accounts payable invoices and reconcile vendor accounts 

 Special projects as assigned.  
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MINIMUM QUALIFICATIONS: 

 Three (3) years relevant accounting experience, or three years of completed education towards 

bachelor’s degree in Accounting or a business major (intent to complete degree within 3 months). 

 Must be detailed oriented, well organized, and demonstrate excellent follow-through skills. 

 Ability to handle high volume workload in a deadline-oriented environment. 

 Strong written/ verbal communication.   

 Ability to balance multiple priorities and meet deadlines. 

 Strong PC skills  

 Ability to analyze data and produce reports to assist operations. 

 Ability to climb a ladder and lift 50 pounds. 

 Ability to work overtime and weekends  

 

PREFERRED QUALIFICATIONS: 

 Associate degree in Accounting or related coursework, and at least 2yrs of relevant accounting 

experience  

 Working knowledge of large corporate accounting programs  

 

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “Accounting Associate ". 
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POSITION ANNOUNCEMENT 

 

HUMAN RESOURCES ASSISTANT – KRONOS - Olive Branch, MS 

 

PRIMARY FUNCTIONS: 

 Responsible for the accuracy of the timekeeping records for the Memphis and Olive Branch operations 

management team in the administration of timekeeping and attendance calendars 

 Reviews Kronos daily and weekly timecards for accuracy and completeness 

 Records benefit time requests from managers into the timekeeping system and records on associates' 

attendance calendars  

 Prepares Kronos Exception reports 

 Maintains associates schedules in the Kronos timekeeping system  

 Notifies managers if there are any discrepancies in missed punches, badge malfunctions and work 

schedules.  

 Responsible for quarterly Perfect Attendance audits 

 Acts as Liaison between Payroll Coordinator and associates and/or management with inquiries regarding 

payroll discrepancies, pay, hours, overtime, retro and available benefit time 

 Passing out payroll checks  

 Maintains confidentiality of all aspects of job responsibilities  

 Responsible for compliance with all local, state, and federal employment laws and regulations  

 Other duties as assigned 

 

MINIMUM QUALIFICATIONS: 

 Associates degree preferred.  

 Excellent computer skills including Microsoft Word, Excel and Kronos timekeeping system.  

 Excellent math skills with the ability to calculate minutes into hundredths  

 Two to three years experience in payroll with timekeeping experience and working knowledge of Wage 

and Hour laws.  

 

 

To be considered, please email your resume to MidSouthRecruiting@WSGC.com. Include in your subject 

line “Human Resources Assistant – Kronos “. 

 


