
Receiver 
 
The Company:  
Richards-Wilcox Canada is the proven leader in the residential and industrial sectional 
garage door industry. Our commitment is to be the highest quality, most competitive door 
system manufacturer in the world. We use the latest technology in our manufacturing 
processes, combined with design ingenuity, resulting in a superior product. With over 100 
years of experience, we are a growing organization with a family-oriented, open and 
collaborative culture and a global perspective.   

 
Key Responsibilities: 

 Count and/or measure all incoming shipments to verify information against bills of 
lading, invoices and/or packing slips.  

 Unpack and examine incoming shipments, reject damaged items, record shortages, 
and correspond with the inventory group to rectify/claim for damages and shortages.  

 Operate forklift or use hand truck to move, convey or hoist shipments from the 
shipping-receiving area to a storage or work area.  

 Post received items into JDE and print/keep receiving reports.  
 Review receiving reports against bills of lading, invoices and/or packing slips to 

ensure accurate posting.  
 Ensure all parts that remain in the building have a proper bin location and location 

entered in JDE  
 Ensure accurate and timely information is provided to sales, purchasing, production, 

and Management teams. 
 Assist with location maintenance and cycle counts when required.  
 Other duties as assigned by management from time to time. 

 
Additional Tasks:  
 Works with material handlers to ensure received product is located appropriately within 

the Plant 
 Verify customer returns  
 Match goods to R/A (return authorization) and communicate to Sales and Customer 

Service 
 
Personal Skills:  

 Strong communication and interpersonal skills  
 Excellent customer service and time management skills. 
 Proven multitasking and organizing abilities  
 Detail oriented 
 Strong sense of priority along with the ability to work independently and as a team. 
 Ability to work under pressure. Strong math skills. 

 
 
 



Professional Qualifications & Skills: 
 Previous experience working in receiving is required 
 Experience with Counterbalance, Raymond Reach is preferred and an asset 
 Proficiency in Microsoft Word and Excel 
 JDE experience, an asset 
 Strong communication and interpersonal skills 

 
Accessibility: 
We are an Equal Opportunity Employer. In accordance with the Accessibility for Ontarians 
with Disabilities Act, 2005 and the Ontario Human Rights Code, Richards-Wilcox Canada will 
provide accommodations throughout the recruitment and/or selection process to applicants 
with disabilities.  
 
If selected to participate in the recruitment and/or selection process, please inform 
Richards-Wilcox Canada’s Human Resources Manager of the nature of any 
accommodation(s) that you may require in respect of any materials or processes used to 
ensure your equal participation.  

 
To apply to this position, please send your resume to the following e-mail 

address: beatriz@rwdoors.com. Please include the job title in the subject line. 


