
Title: Order Fulfillment Specialist    Status: Exempt, Full Time, benefits eligible 

Reports to: Manager of Distribution and Logistics     Location: Columbus, OH 

This position plays a vital role in ensuring the timely and accurate packing of outgoing orders, 
with a strong focus on inventory management and shipping coordination. Responsibilities 
include tracking, recalling, and organizing shippers owned by SSMC, assisting field staff with 
product and semen inventories, and overseeing the delivery process for semen orders. The role 
also involves maintaining detailed records of allocation and allowances, purging inventory as 
directed, and collaborating with Distribution Management and other internal departments. 
Additionally, the position assists in managing the overall maintenance of the grounds, building, 
and warehouse, contributing to the smooth operation of the organization.  

Summary of Position 
• On time and accurate packing of semen on outgoing orders.
• Tracks, recalls and coordinates shippers owned by SSMC.
• Assisting with field staff product and semen inventories.
• Organizing delivery of semen orders.
• Maintaining records of allocation usage and allowance
• Purging and removing inventory deemed unusable or of poor genetic quality when

instructed by VP of Operations.
• Works with Distribution Management and Inventory Control Coordinator to cover PTO

and or cross-training as required.
• Assist with managing overall maintenance of the grounds, building, and warehouse

Supervisory Responsibilities: 
• None

Duties/ Responsibilities:  
Inventory Coordination 

• Coordinates the semen order fulfillment of outgoing order in the assigned location.
o Will verify that orders placed by the field staff are received by the correct

shipping location.
• Develops quality systems to guide the accuracy and inventorying levels and rotation

of semen products both in the office and field inventories
• Successfully coordinates semen pack to meet deadlines of product delivery

o Develops systems for product ordering that assist in efficiency of delivery
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• Helps develop systems for minimized shipping expense both into and out of the
warehouse

• Assist the process of ensuring accurate accounting for inventory in field inventories
for both semen and product

o Coordinate semen and supply physical inventories
o Transfers and adjustments are completed on a timely basis

• Develops working relationship’s other locations to ensure timely usage and limit stale
inventory

o Developing best systems for inventorying and delivering to warehouse, field, or
on-farm

• Ensures best known semen handling practices are in compliance
• Explores and implements systems to measure and monitor warehousing and delivery
• Develops system for tracking complaints in area of responsibility
• All other duties as assigned.

Warehouse Efficiencies  

• Organizes and manages warehouse and inventorying areas professionally
• Keeps warehouse and vat room clean at all times
• Keeps safety of self and others in the warehouse and delivery process at the forefront of

daily activities
• Assists in the unloading of merchandise from delivery trucks
• All other duties as assigned.

Overall Maintenance of Grounds and Warehouse in coordination with the Inventory Control 
Coordinator.  

• Yard maintenance and appearance
• Change lights, minor repairs
• Keeps safety items in tested/working condition (locks, alarms, doors, etc.)
• Ensures building is serviced and well maintained
• All other duties as assigned.

Position Requirements 

• Timely, professional and full communication is required at all times.
• Keeps exceptionally accurate records of order fulfillment for inventorying and billing

purposes
• Meets company performance metrics for inventory count tolerances in warehouse and

field inventory
• Interacts effectively with all departments to facilitate a positive, productive working

relationship
• Communicating courteously with all team members by phone, email, text, Group Me, and
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face to face
• Meeting with managers to discuss possible improvements to service provided
• Having an educated knowledge and understanding of our products and services as well

as how they work and can be used by our customers

Qualifications 

Apply Today!
Select Sires Member Cooperative encourages personal and professional development. We foster continual 
learning – to grow the talents of its employees with a strong team attitude. Apply now to join our team.

• Fill out application at https://ssmcoop.com/careers.
• Email cover letter and resume to Danni Quayle, Manager of Human Resources, at

dquayle@ssmcoop.com.

SSMC has over 325 employees and offers a competitive compensation and benefits program including 
salary, health, dental, and vision insurance, 401(k), and an excellent work environment. 

Position will remain open until filled.

• Inventory management, warehouse management, client service, and sales support
desired

• Knowledge of the bovine industry, bovine products, LN2 stored semen handling, and
bovine reproduction is desired

• A high degree of professionalism, accuracy and integrity at all times
• The ability to travel day trips occasionally
• Exceptional organizational and accuracy skills
• Excellent oral and written communication skills
• Computer skills such as Microsoft Excel and Word
• Knowledge of bovine semen handling skills
• Some lifting required 50 pounds and occasionally more
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