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Equipment Receiving Supervisor  

Introduction  
Have you been looking for the right opportunity with a fast paced, high energy, fun and exciting, moving and shaking, on 
the way up, “I love my job” type of company? Apply Within!  
 
About the Company  
CablesAndKits is one of the fastest growing privately owned Cisco network equipment dealers in the US and 
the largest Cisco network accessory dealer in the world! We have been on the Inc 5000 list of Fastest Growing 
Companies six years in a row.  In 2013 we were #29 in our Industry.  
 
With a core focus in Cisco products we have established ourselves in a niche market that has given us strong roots in our 
industry. We continue to build both our core product lines and also auxiliary product lines including networking 
products, power products, and rack hardware related items. We are also constantly exploring and considering many new 
product lines as well.  

Overview 
The receiving supervisor is responsible for all activities performed on the equipment receiving area. With serialized 
inventory accounting for a large portion of our business, this position requires a candidate with leadership, technical 
aptitude, organization and ability to direct activities in a way that aligns with corporate objectives. This is not only a 
supervisory role, this is also a “working” role. A supervisor in this role will perform many of the same tasks that the 
people he is leading are doing. This includes, but is not limited to, receiving shipments, fielding sales questions, testing 
equipment and cleaning. In addition to this, the supervisor will be tasked with other duties to make sure the material 
being received is processed quickly, efficiently, accurately and in a way that is congruent to our brand. 
 

Our work environment is casual, friendly, and upbeat. (No suit required!) Our business hours are 8PM-5PM 

Key Responsibility Areas 

 Lead, organize, prioritize, and most importantly serve the equipment receiving team. 

 Provide communication between the equipment receiving team and leadership. 

 Testing and receiving 

Essential Duties: 

 Receiving inbound shipments (primarily from around 10am - 3pm) 
 Receiving all FedEx and UPS shipments. Counting and inspecting boxes to make sure that we are 

receiving the correct things in good condition 
 Breaking down shipments and staging product for the equipment testers 
 Prioritizing pallets based on payment schedule and internal need  

 Testing (primarily from 8am – 10am and 3pm – 5pm) 
 Testing and receiving of equipment  

 Leading/Serving the equipment receiving team 
 Provide direction and delegation to assure cohesion and alignment in the team 
 Handling scheduling, time clock approvals, performance reviews, employee development and other 

related functions 

 Work order and email delegation 
 Monitoring of CK Equipment Receiving email box 
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 Forwarding emails where appropriate 
 Assigning work orders as appropriate 

 Cleaning/Organization 
 Establish and maintain a weekly cleaning schedule  
 Assure that the equipment receiving area is clean, organized and stocked with the appropriate 

materials necessary to perform the receiving functions 

 Taking lead on equipping the receiving department for new product lines 
 Determine training and necessary materials to process and condition new product lines 
 Deployment of infrastructure to handle new material 

 Assist and communicate with other departments as needed 

 Any other duties requested by management 
 
Requirements for the position 

 Must be able to focus for extended periods of time 

 Must have visual acuity sufficient to do detailed conditioning 

 Must be able to lift 50 pounds 

 Must be able to sit or stand for extended periods of time 

 Must be able to bend, stretch, and perform repetitive tasks 

The perfect candidate:  
Because we are a small company, we feel that team members that share our Core Values are essential to our growth.  In 
the office we are all a team working towards a common goal and MUST be able to work together effectively. Here are 
the Core Values we share that make us who we are as a company:   
 

 Do the Right Thing  
We do the right thing even when no one is watching. We abide by the highest moral and ethical standards and 
conduct ourselves with integrity and honesty.  
Serve Others  
We act with an “I’m for you” mentality and perpetually seek ways to assist others. We collaborate with humility and 
appreciation to positively impact our team, our customers, our vendors and others within our sphere of influence.  
Raise the Bar  
We encourage and celebrate continuous improvement. We not only meet and surpass expectations; we create them 
and provide extraordinary service, innovation, quality and attitude.  
Balance Life and Enjoy the Journey  
We don’t take ourselves too seriously. It’s not always about the destination; it’s about enjoying the ride. We have fun 
within the framework of our core values.  
  

Compensation  
 This position is a salaried position based on experience 

 We offer a casual, flexible, team-oriented work environment.  Benefits available on first of month following 
hire date include: company sponsored LTD and Life Insurance;  Health benefits with company contribution, 
holiday pay, paid time off (PTO), and Voluntary Vision, Dental and additional Life Insurance available.  After 90 
days: 401K with company contribution  
 CK Cares Employee Care Service - Chaplains on call 24 hours a day, 365 days a year, nationwide, for crisis 
intervention and emergency situations - available to you and your family members. Company sponsored 
wellness initiatives 
 

We are a Drug-Free Workplace and all candidates must pass a drug screen and background/credit checks. 


