
  

 

Assemble-Rite Limited, USA 

NOW HIRING 

Analyst 2 - Distribution 
 

 

LOCATION:   Edwardsville, IL 

COMPENSATION:  $16.00/hour 

Reports to: Supervisor  
 

 

The information on this job description has been designed to indicate the general nature and level of 

work performed by the associate. It is not designed to contain, or be interpreted as a comprehensive 

inventory of all duties, responsibilities, and qualifications required for the job. 
 

 
POSITION SUMMARY 
 

Responsible for viewing, compiling and analyzing customer releases, creating shipping orders, making 

adjustments as necessary and sending ASN’s. Responsible for maintaining customer web based applications and 

completing customer and departmental documentation as required. Requires daily interaction and 

communication with external OEM and PIA customers as well as internal business unit customers and 

functional groups 

 

DUTIES AND RESPONSIBILITIES 
 

 Accesses Customer systems to collect and analyze daily shipping requirements 

 Reconciles shipment accums and related discrepancies (DMR, RDR, RMO) 

 Creates orders in Future 3 

 Sends ASN’s 

 Monitors ASN’s for errors and accuracy 

 Monitors daily and monthly customer delivery ratings (reporting to core group as designated) and 

dispute as necessary 

 Ensures Customers specific requirements such as labeling, packaging, routing, window times, and EDI 

specs are communicated, complied with, and current 

 Direct contact and communication with external customers 

 Direct contact and communication with internal customers and functional groups 

 Prepares and submits corrective actions required internally or by external customers such as 8D’s, 7D’s, 

PRR, etc.  

 Completes and submits of all internal /external customer and departmental documentation for single and 

or multiple locations 

 Reports shipment and delivery activity as required by the internal / external customer or management 

 Provides training on specific department and Customer systems, processes and procedures 

 Communicates regularly with individuals inside and outside of department 

 Reads and analyzes spreadsheets and EDI releases 

 Identifies root cause of failures in department processes, procedures, and systems 

 Assists in the promotion of an orderly workflow 

 Provides help, guidance and training in established processes, procedures, and systems 

 Accepts additional responsibilities in the absence of the department Team Lead or Supervisor 

 Assists management in meeting corporate and departmental goals and objectives 



  

 

 Supports corporate policies and departmental policies 

 Supports EMS/QMS policies and procedures 

 Supports health and safety policies 

 Associate must be able to relate to other people beyond giving and receiving instructions  

 Experience in the following systems: 

o Future 3 

o JDE 

o PkMS 

o Microsoft Office applications 

o Ford DDL 

o Covisint 

o DC Smart 

 

 

MINIMUM REQUIREMENTS 

 

Degree Requirements: Associates degree preferred but not required 

Certification Requirements: N/A 

Previous Experience: A minimum of 3 years in material planning, scheduling, and or 

data analysis  

Travel Requirements: As required 

On Call Requirements: 24/7 

Physical Requirements: Ability to lift up to 30 lbs.   

 

 

 

SPECIAL SKILLS SKILL LEVEL 

 N/A Basic Intermediate Advanced 

 Customer specific requirements    X 

 Written communication    X 

 Verbal communication    X 

 Problem solving   X  

 Conflict resolution   X  

 Judgment/decision making    X 

 Customer service    X 

 Organizational    X 

 Time management    X 

 Presentation   X  

 Meeting facilitation   X  

 Team leadership  X   

 Supervision X    

 

 

TO APPLY: 

Email Resume to Mr. Stacy Soucy:  ssoucy@spencerarl.com 

 Please use location/position title as the email subject line, “Edwardsville / Analyst 2 - Distribution” 

 

mailto:ssoucy@spencerarl.com

