
Cuyahoga Valley Career Center 
Job  Posting #1091 

Job Posting  Date: 09-20-17 

Employer Information: Walton Plastics, Inc. 
Contact:  Miss Ally Rogers 
20493  Hannan  Parkway 
Walton Hills,  Ohio  44146 
Phone:  440-786-7711    Ext: 
E-mail:  arogers@waltonplastics.com

Main Business: Plastics Manufacturer 

Job Title: Office Administrator 

Full/Part-time: Full-Time Job Hours: Monday  through Friday 
8:00am  - 5:00pm 

Job Duties: Assist in daily office activities in the following fields; Customer Service, Order Entry, 
Inventory Control, Shipping & Invoicing. Maintain company files within various departments. 
Review and record incoming customer purchase orders, production paperwork, packing lists, 
shipping labels, and process customer invoices. Plan, direct and coordinate plant inventories. 
Communicate plant production to main facility through interoffice mail services, email and 
phone.  

Compensation: Full  time non-exempt 

Special Notes / Additional Information: 
Ideal candidates are self-motivated; able to work independently for majority of the day and have 3-5 year's 
experience  providing sales support in a manufacturing/distribution/production environment. 

How to  Contact: E-mail resume

Seeking:  
CVCC  Alumni,  Adult  /Job Seeker 

PLEASE APPLY DIRECTLY THROUGH EMPLOYER FOR THIS POSITION 
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Walton Plastics, Inc. 

JOB DESCRIPTION 
 

Job Title:  Office Administrator 

Date:   September 20, 2017 

Location:  Twinsburg, Ohio 

Department:  Office    Reports To:  Office Manager 

 

 
BASIC ROLE: Assist in daily office activities in the following fields; Customer Service, Order Entry, 

Inventory Control, Shipping and Invoicing. Maintain company files within various departments. 
Review and record incoming customer purchase orders, production paperwork, packing lists, 
shipping labels, and process customer invoices. Plan, direct and coordinate plant inventories. 
Communicate plant production to main facility through inter-office mail services, email and phone.  

 
RESPONSIBILITIES: 
 

 Processing Customer Orders: 
Input all new orders and prepare paperwork for production. Create and maintain production 
inventories in company database. Maintain production schedules and distribute to management 
as needed.  

 

 Schedule Shipments: 
Create release orders and process shipments to customers using various programs such as; 
SAGE and Microsoft Suite. Have an understanding of “usual/customary” freight charges. 
Maintain all documentation and databases. 

 

 Invoicing: 
Create and process all invoices while maintaining an organized filing system. 

 

 Coordinate with Plant Management to maintain Inventory: 
Work closely with Plant Management to maintain company records using various software such 
as; SAGE and Microsoft Suite and participate in company inventories.  

 
Requirements: 

 Self-motivated, able to work independently for majority of the day. 

 3-5 years’ experience providing sales support in a manufacturing/distribution/production 
environment. 

 Specific experience with plastics preferred. 

 Above average communication skills both written and verbal. 

 Mathematical aptitude. 

 Regular and punctual attendance. 

 Impeccable business etiquette. 

 Ability to work well in a fast-paced environment. 

 Able to adapt and respond to changing business needs. 

 Strong verbal, interpersonal and organizational skills. 

 Must be proficient in the Microsoft Office suite and general computer aptitude. 
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 Attentive to detail. 

 Sage/MAS or any other ERP software is desired. 
 
Education/Experience: 
Education: Associates degree or equivalent work experience. 
Job training and experience-Three year order entry & shipping experience minimum.  
Three years plastics industry experience preferred. 
 
While performing the duties of this job, the employee is regularly required to talk or hear.  The 
employee frequently is required to stand: walk; use hand to finger, handle or feel; and reach with hands 
and arms.  This position requires the ability to occasionally lift office products and supplies, up to 20 lbs.  
 
Position Type / Expected Hours of Work: 
This is a full time non-exempt position and the hours of work and days are Monday through Friday, 
8:00am – 5pm with one hour for lunch.  
 
 

 
 
Signatures: 
This job description has been approved by all levels of management: 
 
 
_____________________________  ___________________ 
Manager     Date 
 
_____________________________  ___________________ 
Human Resource Manager   Date 
 
Employee signature below constitutes employee’s understanding of the requirements, essential 
functions and duties of the position. 
 
_____________________________  ___________________ 
Employee     Date 
 
 
 
 
 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or 
responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any time 
with or without notice.  


