
Responsible for the day-to-day administrative duties of the warehouse including Printing of Pick Sheets, Sales Order,
Transfer Orders and putting these together in preparation for daily shipments. Manage all paperwork within the
Warehouse including filing.
Work with the Procurement Manager on scheduled receipts and shipments of Raw and Packaging materials and enter into
ERP.
Ensure accuracy including entering of Lot #’s on pick sheets and load sheets that correspond with all outgoing shipments to
our distribution partners (TBS, LCBO, Grocery, TNG, Retail and Events and Out of Province)
Lead on tracking product returns from customers. Work with Warehouse Coordinators to verify and track product returns
to confirm packaging dates and defects.
Match Bill of Ladings (BOLs) with packaging list of all shipping and receiving activities. Enter all transaction into ERP
Work closely with the Supply Chain Manager, Distribution Manager, Inside Sales and QC Lab to ensure product returns
are verified and confirmed.
Receive SRO’s, TBS Transfer Returns and LCBO Returns.
Consistently update accurate records of assigned inventory and Lot Codes, handle all related paperwork and follow
departmental processes to manage product.
Assist the Supply Chain Manager and Distribution Manager with internal & external warehouse transfers and raw material
pick-ups, & export shipments
Reconciliation of inventory with any load discrepancies.
Play an active role in the continuous improvement of Health & Safety policies and processes 
Report discrepancies (overage/shortage) or missed/late POs to Procurement Manager for follow up
First point of contact for people coming into the Warehouse i.e. Inbound / Outbound Carriers, Delivery Drivers and arrange
any Packages delivered to get to final destination.
Work with Inside Sales and Retail Store on Inventory Issues related to Posting
Performs other related duties as requested 

2-5 years’ experience in the field or related area with demonstrated skills and knowledge of inventory management and
warehouse operations 
Inventory control knowledge in the following environments preferred: Distribution, Retail, Production, Multi-warehouse 
Must have a high attention to detail, a positive attitude and work proactively
Able to lift 50 lbs unassisted
Ability to exercise effective time management and planning skills in a high-pressure, high-energy environment 
Superior interpersonal and communication skills 
Excellent analytical and problem-solving skills 
Proficient in MS Office, particularly Excel
ERP experience an asset

JOB OUTLINE: 

Reporting to the Supply Chain Manager, the Supply Chain Associate will process Warehouse and Distribution activities,
recording it accurately into the ERP system. 

RESPONSIBILTIES:

QUALIFICATIONS:

THE SUPPLY CHAIN COORDINATOR ROLE
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The Comp Package: Competitive Living Wages, Flexible Work options
Perks And Fun Collaborations: Brewery Bucks, Moonlight Kettle teams, Wellness challenges,
recognition programs, attend brewery events, after work pints and more 
Winning Culture: Working with an award-winning team and culture: Great Places to Work,
Canada’s Top 10 Company Culture, Gold Award for Gender Parity, and various brand and
brewing awards
Values & People First: Proudly Canada’s First Living Wage Brewery, we live our values of team-
based resolve, recognizing and celebrating every one’s unique qualities, innovative and thirsty
with authenticity and caring as our foundation
Get Involved: We love our team, our local communities, and our unique industry, we collectively
make a difference in our community. 
Passionate about nature and inclusion and roll up our sleeves to make a difference. 

After 25 years, Muskoka Brewery remains a caring and open-minded Ontario Craft Brewery who is
passionate about our brand, grassroots culture, and values. We are more than great beer! We are great
people who love the road less traveled, adventurers at heart who love to venture off the beaten path. We
are Muskoka Brewery.We are here to make our mark in beer and spirits. To make a difference in out
communities. Proudly crafting iconic Canadian experiences, one glass at a time.

Why are we so passionate about our brewery?

We are Muskoka Brewery. We are here to make our mark in beer and spirits.
To make a difference in our communities. 

Proudly crafting iconic  Canadian experiences, one glass at a time.

We thank you for your interest. Only those shortlisted will be contacted. At Muskoka Brewery, we welcome
everyone. We proudly stand for equality, respect, inclusion, and always speaking up. We are committed to
providing a safe and dignified work environment for all employees and candidates, regardless of gender, race,
ethnicity, sexual orientation, disability, neurodiversity, religion, or any other aspect of their identity. If you
require assistance or a reasonable accommodation in completing the application materials or any aspect of
the application process, please contact Human Resources


