
 

 
KREYOL ESSENCE JOB DESCRIPTION 

 

Job Title: Warehouse Coordinator 
Reporting To: Warehouse Manager 
Location: Miami, FL 

 
About Us 
Kreyol Essence (KE) makes natural + ethical beauty products with ingredients from Haiti. Our signature ingredient 
is Haitian Black Castor Oil as well as Moringa Oils. Kreyol Essence products are formulated specifically for those 
with dry hair, dry skin, and curly hair. 

 
As a social business, we create work for over 300 farmers and women, plant to conserve the environment and seek 
to empower the women who craft our products and the women who use them. 

 
Scope of Work Overview 
Kreyol Essence is seeking a Warehouse Coordinator to execute and support our warehouse operations and keep 
our growing Kreyol Essence Tribe happy through accurate and timely order fulfillment. 
 
The Warehouse Coordinator will work closely with the warehouse and administrative team to process orders and 
relay crucial information about customer orders. Our ideal candidate is strong team player who is self-driven, 
creative, culturally informed, detail-oriented, and emotionally intelligent. This person is also a motivator and can 
encourage a team. 
 
Responsibilities Include: 

 
o Maintain compliance with policies and procedures and promote the vision of the company. 
o Maintain knowledge of various product lines, such as SKUs, dimensions, weights, etc.  
o Lead warehouse team in allocating and organizing stock and warehouse space daily; monitor and replenish pick 

bins and packaging supply levels regularly throughout the day. 
o Assist warehouse manager with preparing, prioritizing, delegating, and checking picked web orders daily. 
o Prepare wholesale orders for shipment, to include the printing of shipment documents and labels, verification 

of shipping counts against order documents, proper packaging and labeling of boxes, and weighing of pallets. 
o Coordinate, inspect, and sort incoming inventory deliveries according to established procedures. 
o Independently maintain records and logs related to shipping and receiving. 
o Conduct daily/weekly inventory counts, quality control checks, and update Excel inventory logs. 
o Proactively identify potential inventory shortages and communicate them to the warehouse manager in a 

timely manner. 
o Process customer returns by ensuring all returns are completed and products are received in good order and 

accurately logging them in an Excel spreadsheet. 
o Assist warehouse associates with accurately filling orders and the preparation of products, such as labeling, on 

an as-needed basis. 
o Collaborate with the sales team and customer service team to ensure wholesale and replacement orders are 

fulfilled in a timely manner and with the correct documentation. 
o Lead warehouse team in restocking supplies and cleaning areas at the end of each day. 
o Clock into the warehouse in a timely manner and participate in daily meetings and team building. 
o Contribute ideas on improving and optimizing warehousing procedures. 
o Other tasks and duties as assigned.  



 

Qualifications 
 
o 3+ years’ experience working in a high-volume warehousing environment. 
o 1+ years’ experience with inventory counts and control. 
o 1+ years’ experience with coordinating incoming and outgoing delivery of wholesale orders. 
o Ability to think long-term and assist the company with customer retention. 
o Ability to operate a forklift or other warehouse equipment. 
o Must be organized and able to proactively manage multiple projects. 
o Familiarity and experience using computer applications, including Microsoft Word and Excel. 
o Highly creative, inquisitive, and fun with the ability to understand different cultures + personalities. 
o Strong attention to detail and ability to count with speed and accuracy. 
o Must be motivated, timely, and able to work and execute plans with minimal supervision. 
o A strong team player with excellent communication skills. 
o Ability to lift or move heavy products. 
o A high school diploma is required; associates degree is a bonus. 
o Leadership and/or supervisory experience strongly preferred. 

 
 

This job description is not a comprehensive listing and is subject to change at any time and will include other 
tasks and duties as assigned. 

 
HOW TO APPLY: 
Interested candidates must submit a resume and cover letter to careers@kreyolessence.com 
Please include ‘Warehouse Coordinator” followed by your full name in the email subject line. 
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