2
UKRAINIANS INTERNATIONAL e.V.

Warehouse clerk

Author: Siegfried Kraus, 07.08.2023, Version: 1.0

Structure:

1. Introduction

1.1 Introduction to the profession of warehouse clerk
1.2 Importance and tasks of a warehouse clerk

1.3 Career prospects and training opportunities

2. Basics of warehouse logistics

2.1 Definition and objectives of warehouse logistics
2.2 Storage types and storage location systems

2.3 Warehouse organization and management

2.4 Warehouse key figures and controlling

3. Goods receipt

3.1 Acceptance and control of deliveries of goods

3.2 Recording and documentation of goods receipts

3.3 Inspection and quality control of goods

3.4 Storage and provision of goods in the incoming goods area

4. Goods

4.1 Picking of customer orders

4.2 Packaging and preparation for shipment

4.3 Transport and logistics in outgoing goods

4.4 Documentation and tracking of outgoing goods

5.  Warehouse management systems and technology

5.1 Use of warehouse management systems (WMS)

5.2 Use of automated storage and conveyor technologies

5.3 Operation and maintenance of stock machines and equipment
5.4 Warehousing and optimization using IT tools

6. Inventory management and inventory

6.1 Inventory control and monitoring

6.2 Carrying out inventories and inventory corrections

6.3 Inventory key figures and inventory analyses

6.4 Optimization of inventory management and administration

7. Occupational safety and environmental protection in the warehouse

7.1 Sources of danger in the warehouse and protective measures

7.2 Storage and disposal of hazardous substances

7.3 Accident prevention and first aid in the camp

7.4 Environmental Protection Policies and Procedures in Warehouse Operations

8. Communication and teamwork in the warehouse

Ukrainians International e.V. — Register of Associations Stuttgart District Court VR 725972 Author:
Siegfried Kraus - Internet: www.ukrainians-international.com — Email: info@ukrainians-
international.com Side 1



2
UKRAINIANS INTERNATIONAL e.V.

8.1 Internal and external communication in the warehouse
8.2 Collaboration with colleagues and superiors

8.3 Conflict management and problem solving in a team 8.4 Effective work planning and coordination

9. Customer orientation and service quality

9.1 Importance of customer orientation in the warehouse
9.2 Customer service and communication

9.3 Complaints management and customer support

9.4 Customer feedback and continuous improvement

10. Graduation

10.1 End of training and final examination

10.2 Professional development opportunities

10.3 Personal development and career planning as a warehouse clerk

This textbook on the subject of warehouse clerk provides a comprehensive overview of the most
important areas and tasks of this profession. It is aimed at trainees in this field as well as professionals

who want to deepen their knowledge. Due to the structured structure, the textbook is easy to understand

and enables targeted reference of specific topics. Each chapter contains detailed explanations, practical
examples and tips for implementation in everyday work. With this textbook, readers are able to
understand and successfully implement the requirements of the profession of warehouse clerk.

Ukrainians International e.V. — Register of Associations Stuttgart District Court VR 725972 Author:
Siegfried Kraus - Internet: www.ukrainians-international.com — Email: info@ukrainians-
international.com Side 2



2
UKRAINIANS INTERNATIONAL e.V.

1.Einleitung

1.1 Introduction to the profession of warehouse clerk

The profession of warehouse clerk is an important part of warehouse logistics and plays a decisive role in
the efficient merchandise management of companies in a wide range of industries. Warehouse clerks are
responsible for the smooth organization, management and control of the flow of goods within a
warehouse.

1. Importance and tasks of a warehouse clerk:
* The importance of warehouse logistics for companies and their processes.
» The main tasks of a warehouse clerk at a glance.
* Areas of responsibility and fields of work in the warehouse.
2. Requirements for a warehouse clerk:
e Skills, competencies and personal characteristics.
* Required educational and professional requirements.
* Opportunities and perspectives for warehouse clerks on the job market.
3. Training and further education opportunities:
e Vocational training as a warehouse clerk: duration, content and structure.
e Practical training in the company and theoretical lessons.
*  Opportunities for professional development and specialization.
4. Legal basis and safety regulations:
» Legal provisions and regulations for warehouse operations.
*  Occupational health and safety and accident prevention in the warehouse environment.
* Handling of hazardous substances and safety guidelines.
5. Warehouse organization and management:
*  Basics of warehouse planning and structuring.
»  Storage bin systems and their application.
*  Warehouse management and documentation of goods movements.
6. Goods receipt and inspection:
*  Process of receiving goods in the warehouse.
* Inspection and quality control of goods.
*  Recording and documentation of inventories.
7. Picking and outgoing goods:
» Tasks and processes of order picking.
»  Packaging and preparation for shipment of goods.
* Transport and shipment of the goods to the customer.
8. Inventory management and inventory:
e Inventory control and monitoring in the warehouse.
* Carrying out inventories and inventory corrections.
*  Optimization of stock levels and key figures.
9. Warehouse management systems and technology:
e Use of warehouse management systems (WMS).
e Automated storage and conveyor technologies.
*  Operation and maintenance of stock machines and equipment.
10. Customer orientation and service quality in the warehouse:
* Importance of customer orientation in the warehouse environment.
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e Customer service and communication with customers.
*  Complaints management and customer support.

This introduction gives a first overview of the contents of the profession of warehouse clerk. In the
following chapters, the individual topics are dealt with in detail in order to enable a well-founded training
and a successful field of activity as a warehouse clerk.

1.2 Importance and tasks of a warehouse clerk

The importance of the warehouse clerk in the modern economy is of great relevance. As a link between
suppliers, production and customers, warehouse specialists play a crucial role in the efficient storage and
supply of goods. Their tasks are diverse and make a significant contribution to the smooth running of
logistical processes.

1. Importance of a warehouse clerk:

» Efficient merchandise management: Warehouse clerks are significantly involved in the
efficient management and organization of goods in the warehouse. They ensure that the
right products are available in the right quantity at the right time.

e Cost optimization: Well-thought-out warehouse logistics, which are controlled by
warehouse specialists, contribute to the optimization of storage costs. Sophisticated
inventory management minimizes excess inventory and avoids bottlenecks.

*  Customer satisfaction: A well-managed warehouse allows for timely and reliable delivery
of goods to customers. In this way, the warehouse clerk makes a significant contribution
to customer satisfaction.

2. Responsibilities of a warehouse clerk:

* Goods receipt: Warehouse clerks take over the acceptance of goods deliveries, check the
goods for completeness and quality and record them in the inventory.

e Storage and picking: You are responsible for the proper storage and management of the
goods. If necessary, they pick the goods for shipment to customers or for the production
process.

* Outgoing goods: Warehouse clerks pack the goods for shipping, create delivery notes
and organize transport.

* Inventory management: You will monitor inventory, perform inventories and optimize
inventory management using warehouse management systems and technology.

e Use of warehouse management systems (WMS): Warehouse clerks work with IT systems
to record and control stock levels and movements.

*  Occupational safety and environmental protection: You pay attention to compliance with
safety regulations and the responsible handling of hazardous substances.

Warehouse specialists are therefore indispensable employees in companies, as they make a significant
contribution to the efficiency and profitability of warehouse logistics. Your responsible tasks require a
high degree of accuracy, organizational skills and the ability to work in a team. Through professional
storage and supply of goods, warehouse specialists ensure a smooth supply chain and thus contribute to
the success of the company.

1.3 Career prospects and training opportunities
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Career prospects: The profession of warehouse clerk offers a wide range of career opportunities and good
career prospects. After successfully completing their training, there are various paths open to warehouse
specialists:

1. Opportunities for advancement in the warehouse: Warehouse specialists can develop within the
warehouse and, for example, advance to warehouse manager, department manager or team
leader. With appropriate professional experience and further training, they take on management
responsibility.

2. Further training to become a warehouse logistics specialist: Further training to become a
warehouse logistics specialist enables you to deepen your business and logistical knowledge.
Graduates are able to optimize warehouse processes and handle complex logistical tasks.

3. Further training to become a master logistics specialist: The master craftsman's examination in
the field of logistics opens up further career opportunities in the logistics sector. Logistics
foremen can take on management tasks in companies and have a good chance of taking on
managerial positions.

4. Studies in the field of logistics or supply chain management: Warehouse clerks with a university
entrance qualification can complete a degree in logistics, supply chain management or similar
courses of study. A degree opens up a wide range of opportunities for demanding positions and
management tasks.

5. Specialization in specific industries: Warehouse clerks can specialize in certain industries, e.g.
food logistics, automotive or e-commerce. Industry-specific knowledge increases the chances of a
successful career in specialized companies.

Opportunities for further training: There are numerous training opportunities for warehouse specialists to
expand their specialist knowledge and develop professionally:

1. Seminars and training courses: Various educational institutions and companies offer seminars
and training courses on specific topics of warehouse logistics, e.g. warehouse management
systems, dangerous goods transport or occupational safety.

2. Certifications: By acquiring certificates, e.g. in the field of dangerous goods transport or load
securing, warehouse specialists can prove their qualifications and improve their career
opportunities.

3. Language courses and soft skills training: Since logistics is often internationally oriented, foreign
language skills and soft skills training (e.g. communication, teamwork) can broaden career
prospects.

4. Technical training: Further training in the field of warehouse management systems, automation
technology and conveyor technology enables warehouse clerks to deal with modern technology
and increases their attractiveness on the job market.

Regular participation in further training measures is of great importance for warehouse specialists in
order to keep up with the latest developments in warehouse logistics and improve their career prospects.
Continuous training helps warehouse specialists to meet the increasing demands of the job market and to
successfully advance their careers.
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2.Basics of warehouse logistics

2.1 Definition and objectives of warehouse logistics

Warehouse logistics is a sub-area of logistics and deals with the efficient organization, management and
control of goods within a warehouse. The aim of warehouse logistics is to optimally manage inventories,
ensure rapid availability of goods and minimize storage costs. Well-thought-out warehouse logistics
optimize logistical processes and avoid bottlenecks.

1. Definition of warehouse logistics: Warehouse logistics includes all actions related to the
warehouse, starting from the receipt of goods to picking and delivery to customers or to
production. It includes the planning, organization and control of the flow of goods within the
warehouse and is based on the needs of companies and customers.

2. Objectives of warehouse logistics:

* Inventory optimization: A major goal of warehouse logistics is to optimize inventory
levels. It is important to manage the inventory in such a way that neither overstocks nor
bottlenecks occur. Optimal inventory management minimizes capital commitment and
storage costs.

* Readiness to deliver: Warehouse logistics aims to ensure a high level of readiness for
delivery. The right goods must be available at the right time and in the right quantity to
meet customer requirements and keep production processes running smoothly.

e Efficient warehouse processes: Well thought-out warehouse logistics optimize the
processes in the warehouse. Efficient warehouse processes reduce throughput times and
minimize workload.

e Error minimization: Warehouse logistics pursues the goal of minimizing sources of error
in the warehouse. Errors in picking, storage or outgoing goods can lead to delivery delays
and additional costs and should be avoided.

e Cost optimization: Warehouse logistics helps to minimize storage costs. This applies not
only to inventories, but also to warehousing costs, personnel costs and logistics costs as a
whole.

Efficient warehouse logistics is of great importance for companies, as it has a significant impact on
competitiveness and customer satisfaction. By successfully implementing the goals of warehouse logistics,
companies can optimize their logistics processes, reduce costs and strengthen their position in the
market.

2.2 Storage types and storage location systems

2.2.1 Lagerarten:

1. High-bay warehouse:

e Characteristics: High-bay warehouses are characterized by high racks, which allow
efficient use of the storage height. They are ideal for storing large quantities of a product
with a small variety of items.

* Application: High-bay warehouses are mainly used in industry and wholesale, where
large quantities of products have to be stored.

2. Blocklager:
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e Characteristics: In block storage, the goods are stacked in blocks on the storage area,
without fixed aisles in between. This enables fast and flexible storage of goods, but
access is not always possible directly.

* Application: Block bearings are often used in warehouses with a high variety of items and
many different products, such as spare parts warehouses.

3. Regallager:

* Characteristics: Rack warehouses consist of shelves with fixed aisles in between, so that
there is a clear structure and clarity. The goods are easily accessible and the storage
capacity can be used efficiently.

* Application: Rack warehouses are used in many different industries, as they are suitable
for different items and product groups.

4. Fachbodenregallager:

* Characteristic: Shelf racks consist of shelves with several levels on which the goods can
be stored in individual compartments. This enables an orderly and clear storage of small
parts.

» Application: Shelf racks are often used in companies with many small parts or in trading
companies.

2.2.2 Lagerplatzsysteme:

1. Blocklagerung:

* Characteristics: In block storage, the goods are stacked close together without fixed
aisles in order to make optimal use of the available space. The goods can be stored
directly on top of each other.

* Application: Block storage is suitable for goods with the same dimensions and load, such
as pallets with identical goods.

2. Reihenlagerung:

» Characteristics: Row storage takes place in fixed aisles, so that direct access to the goods
is possible. The shelves are arranged in rows, which makes it easier to keep them
organized.

» Application: Row storage is suitable for products with different dimensions and allows
easy access to the goods.

3. Block and row storage:

»  Characteristics: The combination of block and row storage enables flexible storage of
different goods and optimal use of the available space.

» Application: Block and row storage are used in warehouses where there is a high variety
of articles and efficient use of space is required.

4. Chaotic storage:

e Characteristic: In chaotic storage, the goods are stored without fixed storage locations.
Placement is random, which allows for flexible and efficient storage.

» Application: Chaotic storage is mainly used in automated storage systems, as the storage
locations can be managed dynamically.

The choice of the appropriate storage system depends on various factors, such as the type of goods
stored, the size of the warehouse, the duration of storage and the logistical requirements of the company.
Optimal storage space design is crucial for efficient warehouse logistics and high productivity in
warehouse operations.
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2.3 Warehouse organization and management

Warehouse organization and management are crucial factors for smooth and efficient warehouse
operations. A well-thought-out warehouse structure and professional management of inventories make a
significant contribution to ensuring that the right goods are available at the right time and that storage
costs are minimized. The following are the most important aspects of warehouse organization and
management:

1. Lagerplatzoptimierung:

» Storage space optimization deals with the efficient use of existing storage space. It is
important to organize the storage space in such a way that the distances of the
warehouse clerks are minimized and the flow of goods can run smoothly.

* The choice of the appropriate storage location system (e.g. block storage, row storage or
a combination of both) plays an important role in storage location optimization.

2. Lagerkennzeichnung:

e Clear and unambiguous warehouse labeling is essential for a clear warehouse
organization. Each storage location should be clearly marked so that the warehouse staff
can quickly find and store the goods.

*  Various marking systems such as barcodes, QR codes or RFID tags can be used to
facilitate warehouse management.

3. Storage and retrieval procedures:

* The storage and retrieval procedures determine how the goods are brought into the
warehouse and retrieved again. The choice of method depends on various factors, such
as the type of goods, the size of the warehouse and the logistical requirements of the
company.

* There are various methods such as FIFO (First In, First Out) or LIFO (Last In, First Out) that
can be applied as needed.

4. Lagerbestandskontrolle:

* Inventory control is an important part of warehouse management. It includes the regular
review and recording of stock levels in order to keep track of available goods.

* Inventory control can be carried out manually or with the help of warehouse
management systems (WMS).

5. Lagerverwaltungssysteme (LVS):

*  Warehouse management systems are software solutions that support warehouse
organization and management. They enable automated recording and management of
inventories, optimized picking and efficient control of the flow of goods.

*  Modern WMSs offer functions such as inventory management, storage location
management, picking optimization and statistics for comprehensive warehouse
management.

Professional warehouse organization and management are crucial for smooth warehouse operations and
optimal use of storage capacities. Through a well-thought-out warehouse structure, clear labeling and the
use of warehouse management systems, companies can optimize their logistics processes and reduce
storage costs. This helps ensure that the right goods are available at the right time and increases
customer satisfaction.

2.4 Warehouse key figures and controlling
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Warehouse key figures and controlling play an important role in the evaluation and control of warehouse
logistics. By capturing and analyzing relevant metrics, companies can evaluate warehouse performance,
identify bottlenecks, control costs, and optimize warehouse processes. In the following, some important
key performance indicators and warehouse controlling are explained:

1. Lagerumschlagshaufigkeit:

* Theinventory turnover rate indicates how often the inventory has been handled within a
certain period of time (e.g. per year). A high inventory turnover rate indicates that goods
are being moved quickly and efficiently, while a low turnover rate indicates inventory
that has been in the warehouse for too long.

e Inventory turnover rate = (annual turnover / average inventory)

2. Leadtime:

e Leadtime is the time it takes to get a commodity from arrival at the warehouse to
delivery to the customer or use in production. A short lead time is an indicator of
efficient warehouse logistics.

* Leadtime = (end time - start time) + processing time

3. Storage cost:

e Warehouse costs include all costs associated with warehousing, such as warehouse rent,
personnel costs, warehouse management systems, insurance, etc. Controlling storage
costs is important to optimize the profitability of the warehouse.

»  Storage costs = (warehouse rent + personnel costs + warehouse management systems +
insurance + other storage costs)

4. Lagerauslastung:

*  Warehouse utilization indicates what percentage of the available storage capacity is
actually used. Optimal warehouse utilization is close to 100%, as this makes efficient use
of storage space.

»  Warehouse utilization = (current storage capacity / maximum storage capacity) * 100%

5. Shortfall and overstock:

* The shortfall describes the amount of goods that are missing from the warehouse and
are therefore not available. Overstock, on the other hand, refers to the amount of goods
that are present in the warehouse but are not needed.

e Missing quantity = actual stock - required stock

e Overstock = actual inventory - optimal inventory

Warehouse controlling: Warehouse controlling includes the regular recording, analysis and evaluation of
key warehouse figures. It is used to monitor warehouse processes, identify bottlenecks and identify
possible optimization potential. With the findings from warehouse controlling, targeted measures can be
taken to improve warehouse logistics in order to ensure efficient and cost-effective warehousing.

Effective warehouse controlling is of great importance for companies in order to increase
competitiveness, increase customer satisfaction and reduce costs. Continuous monitoring of warehouse
key figures enables companies to continuously optimize their warehouse logistics and meet the increasing
demands of the market.
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3.Wareneingang

3.1 Acceptance and control of deliveries of goods

The acceptance and control of deliveries of goods is an important step in warehouse logistics. The
incoming goods are checked for completeness, quality and compliance with the accompanying
documents. Careful acceptance and control ensures smooth warehousing and enables the company to
respond quickly to customer needs and production requirements. The following are the main steps of
receiving and controlling deliveries of goods:

1. Wareneingangsmeldung:

*  When a delivery of goods arrives, a goods receipt notification must first be created. This
contains information such as supplier, delivery date, order number and the expected
guantity of goods delivered.

2. Visual inspection:

» Before the actual inspection begins, a visual inspection of the outer packaging is carried
out. Attention is paid to external damage or signs of transport damage. Damaged
packaging should be complained about and documented directly.

3. Comparison with delivery note or shipping documents:

* The delivered goods are compared with the delivery note or shipping documents to
ensure that the delivered items correspond to the order. In particular, the article
number, quantity and description must be checked.

4. Control of quantity:

e The number of goods delivered will be matched with the quantity ordered. Deviations
must be documented and clarified. It can be underdeliveries (short delivery) or
overdelivery (excess quantity).

5. Quality control:

» If necessary, quality control of the goods is carried out. The delivered products are

checked for any defects, damage or deviations from the agreed quality standards.
6. Stichprobenkontrolle:

» Especially in the case of large quantities of goods, a random check can be carried out.

Not all delivered items are checked individually, but only a representative selection.
7. Documentation:

» All control steps and any deviations or deficiencies are carefully documented. Complete
documentation is important for subsequent traceability and smooth handling of
complaints.

8. Release or complaint:
» After the inspection, the goods are either released and released for storage or further

processing, or a complaint is made to the supplier if deviations or defects have been
found.

Thorough acceptance and control of goods deliveries is an essential part of efficient warehouse logistics.
By carefully inspecting the delivered goods, possible errors can be detected and corrected at an early
stage, which contributes to high product quality and customer satisfaction. Professional acceptance and
control allows companies to accurately manage their inventory levels and avoid shortages.
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3.2 Recording and documentation of goods receipts

The recording and documentation of incoming goods is a central step in the warehouse logistics process.
Through accurate and comprehensive documentation, all relevant information about the incoming goods
is recorded and can later be used for warehouse management and inventory control. Efficient recording
and documentation enables smooth warehousing and ensures that goods are quickly available when they
are needed. In the following, the most important aspects of recording and documenting goods receipts
are explained:

1. Recording of goods receipts:

* The recording of incoming goods is usually carried out by employees in the warehouse.
You check the delivered goods according to the steps described above (acceptance and
control) and enter the relevant data, such as article number, quantity, supplier, delivery
date and quality, into the warehouse management system (WMS) or into a goods receipt
mask.

2. Delivery note and shipping documents:

* The information on the delivery note or shipping documents serves as the basis for
recording goods receipts. The data on the documents are compared with the goods
actually delivered and any discrepancies or defects are documented.

3. Barcode scanner or RFID technology:

* Barcode scanners or RFID technology can be used to capture goods quickly and precisely.
The delivered items are often provided with barcodes or RFID tags that automatically
transfer the relevant data to the warehouse management system when scanned.

4. Stichprobenkontrolle:

* Inthe case of large quantities of goods, a random check can be carried out to enable
rapid recording. Not all delivered items are recorded individually, but only a
representative selection.

5. Serial number or batch number:

* Inthe case of goods that are provided with serial numbers or batch numbers (e.g.
electronic devices or food), this data is also recorded and documented. This allows
traceability of the individual items.

6. Documentation in the warehouse management system:

e The recorded data is stored in the warehouse management system (WMS). Inventory
corrections are also made automatically so that the current stock levels are always up-to-
date.

7. Archiving of documents:

* The documents, such as delivery notes or goods receipt documents, should be carefully
archived. Proper documentation is important for subsequent traceability, handling of
complaints and for a smooth inventory.

Precise recording and documentation of incoming goods is essential for efficient warehouse logistics. By
systematically recording incoming goods and providing complete documentation, companies can
accurately manage their inventory, avoid bottlenecks and ensure high product quality. The data from the
incoming goods entry form the basis for many other logistical processes in the warehouse and are
therefore of great importance for smooth warehouse operations.

3.3 Inspection and quality control of goods
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Inspection and quality control of goods is an important step in warehouse logistics to ensure that the
delivered products meet the agreed quality standards. Careful quality control ensures high product
quality and customer satisfaction. The following are the most important aspects of inspection and quality
control of goods:

1. Stichprobenkontrolle:

* Inthe case of large quantities of goods, a random check can be carried out. Not all
delivered items are checked individually, but only a representative selection to save time
and resources.

» The selection of the samples is carried out according to a statistical procedure in order to
ensure that the control is as meaningful as possible.

2. Visual control:

* During the visual inspection, the delivered goods are inspected externally in order to
detect obvious defects or damage. This may include, for example, checking for external
packaging damage or visible defects in the products.

3. Funktionskontrolle:

* The functional check refers to the verification that the delivered products are functioning
properly and meet the specified requirements. This is particularly important for technical
devices or machines.

4. Dimension and weight control:

* Inthe case of goods where dimensions and weights play a crucial role, these checks are

carried out to ensure that the products supplied meet the agreed specifications.
5. Quality standards:

e Quality control is carried out on the basis of predefined quality standards. These are
determined together with the supplier and must be fulfilled by the delivered goods.

* The quality standards can refer to various characteristics of the products, such as
appearance, material properties, performance or durability.

6. Traceability:

* Animportant function of quality control is the traceability of goods. Each tested product
should be clearly identified in order to be able to trace the origin of the goods in the
event of complaints or complaints.

7. Documentation:

* The results of the quality control are carefully documented. Both the checks carried out
and any deviations or deficiencies are recorded.

*  Proper documentation is important for subsequent follow-up and for the smooth
handling of complaints.

The inspection and quality control of goods is an essential part of efficient warehouse logistics. By
carefully checking the delivered products, possible errors or defects can be detected and corrected at an
early stage. High product quality is crucial for customer satisfaction and the competitiveness of the
company. Therefore, quality control of goods should always be carried out with great care.

3.4 Storage and provision of goods in the incoming goods area

The storage and provision of the goods in the receiving area is an important step in temporarily storing
the incoming goods until they are further processed or taken to the main warehouse. An efficient
organization in the incoming goods area enables a fast and orderly processing of goods receipt and
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control. In the following, the most important aspects of the storage and provision of goods in the
incoming goods area are explained:

1. Lagerplatzverwaltung:

* Inthe incoming goods area, suitable storage locations for the incoming goods should be
provided. Storage bins can vary according to needs and should be organized in such a
way as to ensure a clear separation of the different deliveries and items.

2. Shelf or pallet placement:

» Depending on the size and type of goods delivered, racks, pallet spaces or special storage
containers can be used in the incoming goods area. This enables orderly storage of the
goods and ensures quick access.

3. Marking of storage bins:

» The storage locations in the incoming goods area should be clearly marked so that the
warehouse staff can find the goods quickly and easily. Barcode labels or RFID tags can be
used for identification.

4. Separation according to deliveries or articles:

e ltis advisable to separate the goods in the incoming goods area according to deliveries or

items. This facilitates subsequent processing and storage in the main warehouse.
5. Temporary storage:

* Theincoming goods area is primarily used for temporary storage of goods. Rapid further
processing or transfer of goods to the main warehouse is crucial to avoid bottlenecks and
lack of space in the incoming goods area.

6. Provision for further processing:

»  After successful testing and quality control, the goods are made ready for further
processing. Here, the delivered items are sorted and prepared in the order of further
processing.

7. Communication with other departments:

e Close communication with other departments, such as the production department or the
main warehouse, is important to ensure the smooth running of goods receipt and
provision.

8. Coordination of work processes:

e Efficient coordination of workflows in the incoming goods area is crucial. This includes
the cooperation of employees in the storage, labeling, documentation and provision of
the goods.

Well-organized storage and provision of goods in the incoming goods area is crucial for efficient
warehouse logistics. Careful planning and implementation of storage location management and
workflows ensures that incoming goods can be processed quickly and in an orderly manner. Efficient
storage in the incoming goods area enables smooth warehouse operations and optimal use of storage
capacity.

4.Warenausgang

4.1 Picking of customer orders

The picking of customer orders is a central process in warehouse logistics, in which the ordered products
are removed from the warehouse and assembled into an order. Efficient picking is crucial to ensure fast
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delivery of customer orders and increase customer satisfaction. The following are the most important
aspects of picking sales orders:

1. Auftragsvorbereitung:

» Before the actual picking begins, the customer orders are prepared and recorded in the
warehouse management system. The article number, quantity, delivery address and
other relevant information are recorded.

2. Kommissioniermethoden:

* There are different picking methods, depending on the type of products and the

warehouse structure. Among the most common methods are:
e Individual picking: The items in an order are individually removed and assembled
one after the other.
e Bulk picking: Multiple orders are processed at the same time by collecting the
required items and later dividing them among the individual orders.
e Batch picking: Items are collected in bins or boxes and later shipped directly to
the customer as a picking unit.
3. Lagerplatzoptimierung:

» Efficient storage space optimization is crucial for fast and smooth picking. The items
should be stored in such a way that short distances and optimal utilization of storage
capacity are guaranteed.

4. Picking list or instruction:

*  Picking lists or instructions are created for picking. These contain an overview of the

items to be removed and the order of picking.

5. Use of aids:
*  Various tools can be used to make picking more efficient, such as barcode scanners, pick-
by-voice systems or automatic picking systems.
6. Quality control:
»  After picking, the prepared orders undergo quality control to ensure that the right items
have been picked in the right quantity and that quality standards are met.
7. Packaging and shipping preparation:
»  After successful quality control, the picked orders are packed and prepared for shipment.
This is where the shipping labels are attached and the shipments are made ready for
shipping.
8. Lagerbestandsaktualisierung:
»  After picking, stock levels are automatically updated in the warehouse management
system to ensure seamless inventory management.

Efficient picking of customer orders is crucial for successful warehouse logistics and a high level of
customer satisfaction. Optimal planning, storage space optimization and the use of tools can increase
picking performance. Smooth picking enables companies to process customer orders quickly and reliably,
thus increasing competitiveness.

4.2 Packaging and preparation for shipment

Packaging and shipment preparation is a crucial step in warehouse logistics to prepare the picked orders
for shipment. Professional packaging ensures that the products arrive safely and undamaged at the
customer's premises. In addition, careful preparation for shipment is important to ensure fast and reliable
delivery. The following are the most important aspects of packaging and preparation for shipment:
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1. Selection of packaging materials:

* Depending on the type and size of the products, suitable packaging materials are
selected. This includes cardboard boxes, mailers, cushioning materials such as bubble
wrap or foam and, if necessary, special packaging for delicate or bulky goods.

2. Meticulous packaging:

* The products are carefully and safely placed in the packaging. Care should be taken to
ensure that the products are adequately padded and protected against shocks and
transport damage.

3. Labeling of the packaging:

e All packaging should be clearly and unambiguously labelled. The shipping labels contain
information such as the customer's shipping address, order number, weight, and, if
applicable, special notes for the shipping service provider.

4. Verpackungseffizienz:

» Efficient packaging is important to optimize shipping costs and operate in an
environmentally friendly manner. The packaging should not be oversized to avoid
unnecessary space and material consumption.

5. Versandvorbereitung:

* The picked and packed orders are prepared for shipment. They are either stacked on
pallets or sorted into shipping boxes, depending on the shipping method and shipping
service provider.

6. Documentation and shipping label:

» All orders ready for dispatch are documented in the warehouse management system.
The shipping labels and documents are created and attached to the appropriate
packaging.

7. Selection of the shipping service provider:

* Depending on the requirements of the customers and the company, the appropriate
shipping service provider is selected. Factors such as delivery time, shipping costs and
shipping method play a role here.

8. Loading and collection:

* The prepared shipments are loaded into the shipping vehicles and made available for

collection by the shipping service provider.

Careful packaging and preparation for shipment is crucial to deliver the products to the customer safely
and undamaged. Efficient packaging makes it possible to optimize shipping costs and act in an
environmentally friendly manner. Professional shipment preparation ensures fast and reliable delivery,
which contributes to customer satisfaction and strengthens the company's reputation.

4.3 Transport and logistics in outgoing goods

Goods issue is the last step in warehouse logistics, in which the orders ready for dispatch are handed over
to the shipping service provider and transported to the customer. Efficient outgoing goods transport and
logistics planning is crucial to ensure on-time delivery of products and optimize customer service. In the
following, the most important aspects of transport and logistics in outgoing goods are explained:

1. Versanddienstleister:
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* Depending on the company structure and customer requirements, different shipping
service providers are used. These include national and international parcel services,
freight forwarders and the company's own means of transport.

2. Versandplanung:

* Shipping planning involves organizing the shipping orders, assigning the orders to the

appropriate shipping service providers, and setting delivery dates.
3. Loading of shipments:

* The shipments ready for dispatch are loaded and sorted in the dispatch vehicles

according to the delivery locations or delivery areas.
4. Routenoptimierung:

» Efficient route optimization is important to minimize delivery times and optimize

shipping costs. Modern logistics software can help to calculate the optimal routes.
5. Tracking:

* Tracking allows both the company and the customer to check the current status of the

delivery. This creates transparency and improves customer service.
6. Delivery dates and delivery:

* Meeting delivery deadlines is of great importance to increase customer satisfaction. The

shipping service providers ensure reliable delivery of shipments to customers.
7. Retourenmanagement:

*  Professional returns management is also part of outgoing goods logistics. It includes the
handling of returns, the return of goods to the warehouse and the processing of
complaints.

8. Logistikcontrolling:

e Logistics controlling monitors and evaluates the logistical processes in outgoing goods. It
includes the analysis of shipping costs, the review of delivery dates and the identification
of optimization potentials.

Efficient transport and logistics planning in outgoing goods is of great importance to ensure punctual and
reliable delivery of products. By carefully organizing shipping processes, selecting suitable shipping service
providers, and optimizing routes, companies can make their logistics efficient and improve customer
service. Logistics controlling makes it possible to continuously monitor and optimize logistical processes in
order to achieve a high level of customer satisfaction and remain competitive.

4.4 Documentation and tracking of outgoing goods

Documenting and tracking outgoing goods is an essential part of warehouse logistics to ensure a complete
record of shipped products and transparent tracking of deliveries. Professional documentation and
tracking allows companies to check the status of deliveries, answer queries from customers or partners,
and efficiently process complaints. The following are the most important aspects of the documentation
and tracking of outgoing goods:

1. Versanddokumente:

» Corresponding shipping documents are created for each outgoing goods. These contain
all relevant information about the shipment, such as customer address, delivery data,
shipping service provider, shipment number and item information.

2. Barcode oder RFID-Labels:
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e Each shipment ready for dispatch is provided with a unique barcode or RFID label. This

enables automatic recording of shipment data in the logistics system and efficient
tracking.

3. Tracking:

* Shipment tracking makes it possible to check the current status of deliveries in real time.
Customers can use the tracking number to see the location and estimated delivery time

of their shipment.
4. Recording of the delivery:

»  After successful delivery, the delivery of the shipment is documented. This can be done

by a signature of the recipient or an electronic confirmation.
5. Reklamationsmanagement:

»  Careful documentation and follow-up is particularly important in the event of complaints
or returns. The return of the complained products to the warehouse and the processing

of the complaints are precisely recorded and documented.
6. Archiving of documents:

» All documents related to outgoing goods should be carefully archived. Proper archiving

allows for subsequent tracking and traceability of deliveries.
7. Traceability and transparency:
* Complete documentation and tracking ensures a high level of traceability and

transparency of logistical processes. This is important not only for the company itself, but

also for customers and partners.
8. Quality control of outgoing goods:

» As part of the documentation and tracking, the quality-relevant aspects of the outgoing

goods are also recorded. This includes checking the correct items, quantities, and
shipping addresses.

Careful documentation and tracking of outgoing goods is essential to make the logistical processes in
outgoing goods efficient and to ensure a high level of customer satisfaction. Through transparent

documentation, errors can be detected and corrected at an early stage, and complaints can be processed
efficiently. The traceability of outgoing goods enables companies to continuously optimize their logistical

processes and improve customer service.
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5.Warehouse management systems and technology

5.1 Use of warehouse management systems (WMS)

A warehouse management system (WMS) is a software solution used in warehouse logistics to control,
monitor and optimize all logistical processes in the warehouse. It helps companies efficiently manage
their inventory, organize picking, control outgoing goods and make warehouse logistics more transparent.
The use of a WMS has many advantages and is almost indispensable in modern warehouse environments.
In the following, the most important areas of application and functions of warehouse management
systems are explained:

1. Lagerbestandsverwaltung:

* The WMS allows precise management of stock levels. It automatically captures and

updates inventory data, including arrivals, disposals, stock transfers, and inventories.
2. Picking:

A WMS supports the efficient picking of customer orders. It creates picking lists or

instructions and optimizes picking routes to increase picking performance.
3. Lagerplatzverwaltung:

e« The WMS organizes the storage bins and optimizes the storage bin management. It
ensures that the goods are placed in the right places in the warehouse to ensure fast
access times.

4. Management of serial numbers and batches:

* Inthe case of goods with serial numbers or batch numbers, the WMS records this data.

This enables complete traceability of the products.
5. Documentation and follow-up:

*  AWMS documents and tracks all warehouse movements and outgoing goods. As a
result, logistical processes can be tracked transparently and queries from customers or
partners can be answered quickly.

6. Integration of technologies:

e« Modern avalanche transceivers can be integrated with other technologies such as
barcode scanners, RFID systems and pick-by-voice systems. This further increases the
efficiency of the warehouse processes.

7. Optimization of warehouse logistics:

e The WMS analyzes the warehouse data and supports companies in optimizing their
warehouse logistics. This includes reducing inventory, avoiding bottlenecks, and
improving delivery times.

8. Connection to ERP systems:

*  AWMS can be seamlessly connected to other enterprise systems, such as .dem ERP
(Enterprise Resource Planning) system. This ensures a smooth flow of information
between the various divisions of the company.

The use of a warehouse management system has many advantages and contributes significantly to
efficiency and productivity in warehouse logistics. It enables precise and transparent management of
stock levels, optimized picking and fast processing of outgoing goods. By integrating technologies and
connecting to other company systems, warehouse logistics are further optimized and the company's
competitiveness is strengthened.
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5.2 Use of automated storage and conveyor technologies

The use of automated storage and conveyor technologies is a central component of modern warehouse
logistics. Through the use of automated technologies, logistical processes in the warehouse are made
more efficient, faster and more cost-effective. Automated systems help to optimize personnel
deployment, reduce the error rate and make optimal use of storage capacity. The following is an
explanation of the most important automated storage and conveyor techniques:

1. Automatic storage and retrieval machines (SRM):

* Automatic storage and retrieval machines are robots or vehicles that independently
remove or store pallets or containers from the high-bay warehouse. They work efficiently
and accurately to manage inventory and support picking.

2. Conveyor:

e Automated conveyor technology includes various systems, such as roller conveyors,
conveyor belts, sorters or automatic forklifts. These technologies automatically transport
goods through the warehouse and optimize the flow of materials.

3. Pick-by-Light und Pick-by-Voice:

*  Pick-by-light and pick-by-voice systems support picking by using light or voice
instructions to show employees the correct storage location and the items to be
removed. This speeds up picking and reduces the error rate.

4. Automated small parts warehouses (AKL):

e Automated small parts warehouses are specially designed for the storage and picking of
small items. They use robotic systems to automatically remove the items and make them
available to employees for picking.

5. Automated Guided Vehicles (AGVs):

» Automated guided vehicles are driverless transport vehicles that operate autonomously
in the warehouse. You can independently transport goods to the desired locations and
optimize the flow of materials.

6. Warehouse management system (WMS) with automation:

e A warehouse management system (WMS) can be used in combination with automated
storage and conveyor technologies. The WMS controls and coordinates the automated
systems to ensure smooth operations in the warehouse.

7. Robotics in order picking:

e Robots are increasingly being used in order picking to reduce workload and increase

productivity. For example, you can take over the picking of goods in containers or boxes.
8. Integration of artificial intelligence (Al):

* The integration of artificial intelligence enables even more intelligent control of
automated systems. Al can analyze and optimize processes and make decisions
independently.

The use of automated storage and conveyor technologies offers many advantages, such as increased
productivity, optimized use of storage capacity and a reduced error rate. Automation makes logistical
processes more efficient, which leads to faster processing of outgoing goods and an increase in
competitiveness. The combination of warehouse management systems with automated technologies
enables state-of-the-art and efficient warehouse logistics.

5.3 Operation and maintenance of stock machines and equipment
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The operation and maintenance of warehouse machines and equipment is of great importance to ensure
smooth and safe operation in the warehouse. Proper operation by trained personnel as well as regular
maintenance and servicing of the machines are essential to avoid accidents, increase the service life of the
equipment and increase productivity in the warehouse. The following is an explanation of the most
important aspects of operating and maintaining stock machines and equipment:

1. Staff training:

» Before operating warehouse machines and equipment, employees should receive
comprehensive training. This training includes how the equipment works, safety
guidelines, emergency procedures, and how to deal with possible risk situations.

2. Observe the operating instructions:

* The operating instructions of the stock machines and equipment should be followed
exactly. It contains important information on maintenance intervals, operating
parameters and safety precautions.

3. Regular maintenance:

*  Regular maintenance of warehouse machinery and equipment is essential to ensure their
proper functioning. Maintenance work should be carried out according to the
manufacturer's specifications.

4. Inspection and testing:

» Before putting them into operation, the machines and equipment should be subjected to
a thorough inspection. In addition, regular checks should be carried out in order to
identify potential problems at an early stage.

5. Observe safety measures:

* The safety measures in the handling of the storage machines and equipment must be
strictly adhered to. This includes, for example, wearing the prescribed protective
equipment, observing safety distances and securing hazardous areas.

6. Training for emergencies:

*  Employees should be trained to deal with emergency situations, such as machine
malfunctions or accidents. Emergency procedures and first aid measures should be
known and practiced regularly.

7. Documentation:

» All maintenance, inspections and tests should be carefully documented. The
documentation enables a complete tracking of the measures carried out and serves as a
basis for future maintenance plans.

8. Staff involvement:

*  Warehouse personnel should be actively involved in the maintenance process.
Employees should report any potential problems or signs of wear and tear on the
equipment at an early stage to enable timely repair or maintenance.

Careful operation and maintenance of warehouse machines and equipment is essential to ensure safe and
efficient operation in the warehouse. Training employees, observing safety measures and regular
maintenance are important measures to prevent accidents and malfunctions. Correct operation and
regular maintenance of warehouse machines and equipment helps to increase productivity in the
warehouse and ensure smooth logistics operations.

5.4 Warehousing and optimization using IT tools
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Warehousing and optimization with the help of IT tools plays a crucial role in modern warehouse logistics.
With the help of information technology, inventories can be managed efficiently, warehouse processes
can be optimized and overall logistics can be improved. IT tools provide companies with the ability to
digitize warehouse operations, analyze data in real-time, and make informed decisions. The following are
the most important aspects of warehousing and optimization using IT tools:

1. Lagerverwaltungssystem (LVS):

* A warehouse management system is a central IT tool in warehouse logistics. It allows the
recording, management and optimization of stock levels, the control of picking and the
documentation of stock movements.

2. Bestandsmanagement:

e |T tools support inventory management by capturing and monitoring inventory levels in

real-time. As a result, inventories can be optimally planned and bottlenecks avoided.
3. ABC-Analysis:

e ABC analysis is a method of classifying products according to their importance in the
warehouse. IT tools enable automated ABC analysis to optimize the warehouse strategy
accordingly.

4. Lagerplatzoptimierung:

*  With the help of IT tools, storage space optimization can be carried out. These tools
calculate the optimal storage space occupancy to minimize the distances of warehouse
employees and make the most of storage capacity.

5. Forecasting and demand planning:

* IT tools make it possible to forecast future demand based on historical data and current

demand. As a result, inventories and production capacities can be adjusted in good time.
6. Real-time data analysis:

* IT tools provide real-time data on warehouse performance, inventory levels, and other
relevant metrics. By analyzing this data, bottlenecks or inefficient processes can be
quickly identified and resolved.

7. Integration von loT (Internet of Things):

* The integration of loT technology enables direct communication between warehouse
equipment and the IT system. This leads to automated data collection and improved
warehouse processes.

8. Automation and robotics:

* IT tools support the integration of automated storage and conveyor technologies as well

as robotics. This leads to efficient warehousing and optimization.

The use of IT tools for warehousing and optimization offers companies many advantages, such as
increased warehouse performance, optimized use of warehouse capacity and a reduced error rate.
Through real-time data analysis, companies can react quickly to changes in demand and adjust their
warehouse strategy accordingly. The integration of l1oT technology and automated systems enables
efficient and modern warehouse logistics that meet the increasing demands of e-commerce and the
logistics industry.
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6.Inventory management and inventory

6.1 Inventory control and monitoring

Inventory control and monitoring is an essential part of warehouse logistics to ensure the availability of
goods in the warehouse and avoid bottlenecks. Effective inventory control allows companies to accurately
record inventory, place new orders in a timely manner, and optimally manage the flow of materials. The
following are the most important aspects of inventory control and monitoring:

1.

Bestandserfassung:

* Inventory is the first step in inventory control. All goods and products in the warehouse
are recorded and documented in a warehouse management system (WMS) or in an ERP
system (Enterprise Resource Planning).

Bestandsliberwachung:

* Inventory monitoring is continuous and real-time. The WMS or ERP system keeps track of

stock levels and automatically updates the data at each entry and exit.

Minimum stock and reorder stock:

*  For each item in the warehouse, a minimum stock and a reorder stock are established.
The minimum stock level is the lowest limit that the stock level can reach before a
reorder has to be placed. The reorder stock is the point at which a purchase order is
triggered to replenish the inventory.

Order process:

*  When the stock reaches the reorder level, a purchase order is automatically or manually
triggered with the suppliers. An efficient ordering process ensures that goods are
reordered in a timely manner to avoid bottlenecks.

ABC-Analysis:

* The ABC analysis helps to classify the items in the warehouse according to their
importance. A-items are particularly important and are regularly monitored, while C-
items are less critical and less frequently reviewed.

Inventory:

* Regular inventories are carried out to compare the actual inventory with the inventory
recorded in the system. The inventory makes it possible to detect deviations and initiate
corrective measures.

FIFO and FEFO:

e When it comes to inventory control, the principles of FIFO (First In, First Out) and FEFO
(First Expired, First Out) are important. FIFO ensures that the oldest stocks are sold or
used first to minimize the risk of obsolescence. FEFO is relevant for perishable or time-
sensitive goods, where those that expire first are sold or used first.

Reporting & Analysis:

* Regular reporting and analysis of inventory data enable companies to identify
bottlenecks at an early stage, optimize inventory levels and continuously improve
warehouse logistics.

Effective inventory control and monitoring is critical to ensuring smooth warehouse logistics. By
accurately recording and monitoring inventory, bottlenecks and overstocks can be avoided, resulting in
optimal use of storage capacity and increased efficiency. The continuous improvement of inventory
control and monitoring enables companies to optimize their logistics processes and remain competitive.
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6.2 Carrying out inventories and inventory corrections

The regular execution of inventories and inventory corrections is an important part of inventory control
and is used to compare the actual inventory with the data recorded in the warehouse management
system. Inventories help to detect deviations, correct inventory errors and ensure data integrity in the
warehouse. The following is an explanation of the most important aspects of carrying out inventories and
inventory corrections:

1. Planning of the inventory:

* Inventory should be scheduled regularly, depending on needs and business
requirements. For example, frequent inventories can be carried out monthly or
quarterly, while an annual inventory is usually required by law.

2. Inventurmethoden:

e There are various inventory methods that can be applied, such as key date inventory,
permanent inventory, or sample inventory. The method chosen depends on the size of
the company, the resources and the legal requirements.

3. Preparation of the inventory:

» Before the inventory, all relevant information and documents should be prepared, such
as inventory lists, counting cards, pen and calculation aids. In addition, warehouse
employees should be informed and trained about the inventory.

4. Carrying out the inventory:

* Inventory can be carried out manually or with the help of IT tools. In manual inventory,
warehouse employees count the goods and note the counted quantities on the inventory
lists or counting cards. Computer-aided inventory uses barcode scanners or mobile
devices to facilitate counting.

5. Comparison with the avalanche transceiver:

»  After completion of the inventory, the counted stocks are compared with the data in the
warehouse management system. Deviations can be identified, which must then be
corrected.

6. Bestandskorrekturen:

* Inventory corrections are necessary when discrepancies are found between the actual
stock level and the data recorded in the WMS. These corrections are documented in the
system and made traceable.

7. Ursachenanalyse:

» If discrepancies occur, a root cause analysis is important to find out why the errors

occurred. This makes it possible to implement measures to avoid future inventory errors.
8. Documentation:

* The execution of the inventory, the deviations and the inventory corrections should be
carefully documented. Complete documentation is important for the transparency and
traceability of inventory processes.

Conducting inventories and inventory corrections on a regular basis is essential to ensure the accuracy of
inventory data and increase confidence in warehouse logistics. Through professional inventory and
consistent inventory corrections, errors and discrepancies are detected and corrected at an early stage,
resulting in reliable inventory control. Precise inventory management enables companies to make their
warehouse logistics efficient and avoid bottlenecks or overstocking.
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6.3 Inventory key figures and inventory analyses

The measurement and analysis of warehouse key figures as well as inventory analyses are important tools
to evaluate the performance and efficiency of the warehouse, identify bottlenecks and continuously
optimize warehouse logistics. Inventory metrics provide valuable information about various aspects of the
warehouse, while inventory analytics help identify trends and patterns in inventory. The following is an
explanation of the most important stock key figures and inventory analyses:

1. Lagerumschlagshaufigkeit:

* The inventory turnover ratio (also known as the inventory turnover ratio) indicates how
often inventory is handled in relation to sales per year. A high inventory turnover rate
indicates an efficient use of inventory.

2. Average storage time:

e The average storage period calculates the average time that a product remains in the
warehouse. A low average storage period indicates that the goods are being sold or
consumed quickly.

3. Storage cost:

* Inventory costs include all costs associated with warehousing, such as rental costs,
warehouse labor costs, insurance costs, and interest costs on the tied-up share of capital
in inventory.

4. Fehlbestande:

e Stock-outs are situations in which a product is not available even though it is in demand.

Measuring stock-outs helps identify bottlenecks and associated revenue losses.
5. Uberbestidnde:

»  Overstocking occurs when inventory exceeds demand. The analysis of excess inventory

helps to identify unnecessary storage costs and make better use of storage capacities.
6. ABC-Analysis:

* The ABC analysis classifies items in the warehouse according to their importance and
value. A items are those with high importance and value, B items are intermediate, and C
items are of lesser importance.

7. Bestandsbewertung:

* Inventory valuation is the determination of the value of the entire inventory. This is

important for financial accounting and to meet tax requirements.
8. Trends and seasonality:

* Inventory analysis makes it possible to identify trends and seasonal fluctuations in
inventory. This allows companies to adapt their warehousing strategy and respond to
changing demand.

The regular measurement and analysis of warehouse key figures as well as inventory analyses provide
companies with a comprehensive overview of the performance of the warehouse and provide important
information for the strategic planning and optimization of warehouse logistics. Warehouse KPIs help to
evaluate warehouse performance and identify potential for improvement. Inventory analyses make it
possible to identify bottlenecks and overstocks at an early stage, to use storage capacities efficiently and
to adapt warehouse logistics to changing requirements. Continuous monitoring and analysis of warehouse
metrics and inventory data is therefore essential to ensure efficient and competitive warehousing.

6.4 Optimization of inventory management and administration
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Optimizing inventory management and management is an important step in increasing warehouse
efficiency and profitability. Through targeted optimization, companies can reduce storage costs, improve
inventory turnover, minimize stock-outs and overstock, and make warehouse logistics more efficient
overall. The following are the most important measures to optimize inventory management and
management:

1. Analysis of key inventory figures:

* The analysis of warehouse key figures, such as inventory turnover rate, stock-outs and
overstocks, provides valuable information about the performance of the warehouse.
Based on this data, bottlenecks and optimization potentials can be identified.

2. ABC analysis and warehouse strategy:

» The ABC analysis can be used to develop a differentiated storage strategy that is
individually adapted for A, B and C items. This enables optimized storage location
management and inventory management.

3. Use of forecasting methods:

*  Forecasting methods, such as demand forecasting based on historical data, help predict
demand for specific products. As a result, orders can be placed in good time and excess
stock can be avoided.

4. Just-in-Time (JIT) und Just-in-Sequence (JIS):

* The implementation of just-in-time and just-in-sequence concepts makes it possible to
minimize inventory levels and receive the delivery of goods exactly when they are
needed.

5. Safety stock and service level:

» Establishing adequate safety stocks based on fluctuations in demand and delivery times

ensures a reliable level of service and reduces the risk of stock-outs.
6. Optimization of storage bin management:

e Optimized storage bin management reduces the distances of warehouse employees and
enables efficient use of storage space. The application of space optimization techniques
and the use of automatic storage systems are helpful here.

7. Continuous improvement:

* Inventory management should be continuously improved. Regular inventory analyses
and process optimizations help to avoid bottlenecks and make warehouse logistics more
efficient.

8. Integration von IT-Tools:

e T tools, such as a warehouse management system (WMS) or warehouse automation,
support inventory management and management by recording inventory levels in real
time, optimizing order picking and making warehouse logistics more transparent.

Optimizing inventory management and management is an ongoing process based on the continuous
improvement of warehouse processes and strategies. Through efficient inventory management,
companies can reduce inventory costs, improve cash flow, and increase customer satisfaction. Optimized
warehouse logistics help to avoid bottlenecks, optimize material flow and strengthen the company's
competitiveness. Therefore, regular analysis, adaptation and further development of inventory
management and management is of great importance for successful warehouse management.

7.0ccupational safety and environmental protection in the
warehouse
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7.1 Sources of danger in the warehouse and protective measures

Various sources of danger can occur in the warehouse environment, which can endanger the safety of
employees and lead to accidents. In order to prevent accidents at work and protect the health of
employees, it is important to take appropriate protective measures. The following are some common
sources of danger in the warehouse and corresponding protective measures:

1. Risk of tripping and falling:

e Therrisk of tripping and falling is caused by inadequately secured storage paths, materials
lying around or slippery floors. To minimize this risk, storage paths should be kept free of
obstacles and non-slip floor coverings should be used. In addition, employees should be
informed about the dangers and encouraged to move carefully in the warehouse.

2. Hazards from forklifts and industrial trucks:

*  Forklifts and other industrial trucks pose a potential hazard, especially if they are
operated carelessly or improperly. In order to avoid accidents, only trained and
authorized employees should operate forklifts. In addition, safety guidelines for the safe
handling of industrial trucks must be strictly adhered to.

3. Hazardous materials:

* Hazardous materials such as chemicals or flammable substances can be stored in the
warehouse. It is important that these materials are properly labeled, stored, and
handled. Employees should be informed about the specific risks and equipped with
appropriate protective equipment.

4. Overloaded shelves and storage bins:

e Cluttered shelves and storage bins can lead to serious accidents if they break down. It is
important that the maximum load limit of the racks and storage locations is known and
strictly observed.

5. Noise pollution:

* Insome warehouse environments, there may be a high level of noise pollution, e.g. from
forklifts, machines or picking work. Hearing protection should be provided in such areas
to reduce the risk of hearing damage.

6. Dangers of order picking:

*  When picking, there is a risk of injury from lifting heavy loads or from trapping body parts
on shelves or containers. Ergonomic workplaces and the wearing of suitable protective
equipment are important here.

7. Electrical hazards:

e Electrical equipment and machinery are often used in the warehouse, which may pose a
risk of electric shock or fire. Electrical installations should be inspected regularly, and
employees should be trained on the safe handling of electrical equipment.

8. Emergency measures:

* There should be clear emergency measures in the warehouse that employees are aware
of. This includes evacuation plans, fire extinguishers, first aid kits, and knowledge of the
location of emergency exits.

The safety of employees in the warehouse is our top priority. By identifying potential sources of danger
and implementing appropriate protective measures, accidents at work can be avoided and the risk of
injuries minimized. Regular training and safety briefings for employees are of great importance in order to
raise awareness of safety aspects and ensure a safe working environment in the warehouse.
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7.2 Storage and disposal of hazardous substances

The storage and disposal of hazardous materials in the warehouse requires special care to ensure the
safety of employees and the environment. Hazardous substances are substances which, due to their
properties, may pose a risk to health, the environment or safety. These can be, for example, chemicals,
flammable substances, toxic substances or corrosive materials. The following are the most important
aspects of the storage and disposal of hazardous substances:

1. Gefahrstoffkennzeichnung:

» All hazardous substances must be clearly labelled in accordance with legal requirements.
The labelling shall include information on the hazard class, hazard symbols,
precautionary statements and, where appropriate, warnings.

2. Suitable storage:

* Hazardous substances must be stored in containers suitable for this purpose. Storage
should take place in special safety cabinets or areas that meet the requirements of the
Hazardous Substances Ordinance.

3. Separation and compatibility:

» Hazardous substances must be stored separately from each other in order to avoid
interactions and accidents. Incompatible substances must not be stored together, as they
could undergo chemical reactions.

4. Fire protection:

»  Special fire protection measures are required for the storage of flammable hazardous
substances. These include fire-resistant storage containers, fire barriers and the
avoidance of ignition sources in the vicinity of hazardous materials storage.

5. Ventilation:

e For some hazardous materials, adequate ventilation is required in the storage area to

remove fumes or gases and ensure a safe working environment.
6. Staff training:

* All employees involved in the storage and handling of hazardous substances should have
appropriate knowledge and training. They must be informed about the properties of the
hazardous substances, the safety measures and what to do in an emergency.

7. Safety Data Sheets:

*  For each hazardous substance, a safety data sheet must be available that contains
information on safe handling, storage and disposal. These data sheets must be accessible
to employees.

8. Disposal of hazardous substances:

» Hazardous substances must be disposed of in accordance with legal requirements and
guidelines. Hazardous waste must be collected in approved containers and disposed of
properly by certified waste disposal companies.

The storage and disposal of hazardous substances requires careful planning, compliance with safety
regulations and regular training of employees. The correct storage and disposal of hazardous substances
is crucial to prevent accidents at work, environmental damage and health risks. Companies should strictly
comply with the legal requirements for the storage and disposal of hazardous substances and ensure that
their employees have the necessary knowledge and skills to handle hazardous substances safely.
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7.3 Accident prevention and first aid in the camp

Accident prevention and first aid in the warehouse are crucial to ensure the safety of employees and to be
able to react quickly and appropriately in the event of an accident. Storage environments present various
potential hazards, so it's important to take preventative measures and be well prepared. The following
are important aspects of accident prevention and first aid in the camp:

1. Accident prevention:
* Training: All employees should receive regular training on safety policies and procedures.
This includes the identification of sources of danger, the safe handling of industrial
trucks, the correct lifting and carrying of loads and the use of personal protective
equipment.
» Safety equipment: Sufficient safety equipment such as helmets, safety shoes, hearing
protection and goggles should be provided in the camp.
* Labeling: Danger spots and potential sources of danger should be clearly marked to warn
employees and point out risks.
e Order and cleanliness: A tidy and clean warehouse reduces the risk of tripping, falling and
other accidents.
* Maintenance: Machinery, storage racks, and other warehouse equipment should be
regularly maintained and inspected to ensure they are operating safely.
2. First aid:
e Contingency plans: There should be clear contingency plans in place in the warehouse
that show employees how to proceed in the event of an accident or injury.
»  First responders: Sufficient first responders should be trained and named in the camp.
They should have adequate first aid kit and know how to provide assistance in an
emergency.
* Emergency equipment: There should be a well-equipped first aid station with bandages,
wound dressings, disinfectants and other aids.
*  Emergency call: All employees should know how to make the emergency call in an
emergency and what information they need to provide to the emergency services.
* Documentation: Any accident or injury in the camp should be carefully documented in
order to learn from it and avoid future accidents.
3. Sensitisation:

* Employees should be continuously sensitized to the importance of accident prevention
and first aid. Regular safety training and safety briefings help to increase safety
awareness among employees.

Accident prevention and first aid in the warehouse are essential to ensure the safety and well-being of
employees. Preventive measures and good preparation can prevent accidents or minimize their
consequences. It is important that all employees actively participate in accident prevention and ensure a
safe working environment in the warehouse. Adherence to safety guidelines and regular training of
employees are key components for successful accident prevention and first aid in the warehouse.

7.4 Environmental Protection Policies and Procedures in Warehouse
Operations
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Environmental protection in warehouse operations is of great importance in order to minimize negative
impacts on the environment and ensure sustainable warehouse logistics. Storage operations can influence
various environmental aspects, such as energy consumption, waste management and the use of polluting
substances. Environmental protection policies and procedures are therefore necessary to reduce
environmental impact and promote environmentally friendly storage practices. The following are key
aspects of environmental policies and procedures in warehouse operations:

1. Energy efficiency:

*  Warehouse companies should pay attention to the efficient use of energy. This includes
the use of energy-efficient lighting systems, the optimized operation of air conditioning
and heating systems, and the use of energy-efficient storage machines and conveyor
systems.

2. Ressourceneffizienz:

*  Optimized use of storage space and efficient material handling contribute to resource
efficiency. Resources can be conserved by reducing empty runs, using reusable packaging
and avoiding excess inventory.

3. Abfallmanagement:

*  Warehouse operations should implement effective waste management to reduce,
separate, and recycle waste. Recycling and disposal systems should comply with legal
requirements and be designed to be environmentally friendly.

4. Use of environmentally friendly materials:

» If possible, environmentally friendly and sustainable materials should be used in

warehouse operations. This may include the use of recycled or biodegradable materials.
5. Emissions and pollutants:

e Storage companies should take care to minimize emissions and pollutants. This applies,
for example, to the use of low-emission vehicles, the prevention of air pollution and
protection against leakage of hazardous substances.

6. Umweltzertifizierungen:

*  Environmental certifications such as ISO 14001 can help companies improve their

environmental performance and document compliance with environmental policies.
7. Umweltschutzschulungen:

*  Employees should be informed and trained on environmental policies and procedures.
Awareness of environmental protection measures should be anchored in the corporate
culture.

8. Continuous improvement:

*  Warehouse logistics should be continuously reviewed and improved in order to promote

environmentally friendly practices and steadily increase environmental performance.

The implementation of environmental protection policies and procedures in warehouse operations is of
great importance to ensure the sustainable use of resources and the minimization of environmental
impact. Environmental protection in the warehouse can not only protect the environment, but also
reduce costs, increase efficiency and improve the image of the company. Companies should make
environmentally conscious decisions and make their commitment to environmental protection visible in
their warehouse logistics. By adhering to environmental policies and procedures, warehouse operations
can make a positive contribution to environmental protection and demonstrate responsible corporate
governance.
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8.Communication and teamwork in the warehouse

8.1 Internal and external communication in the warehouse

Communication in warehouse operations plays a crucial role in smooth collaboration, employee safety
and the efficiency of warehouse logistics. It is important that information is exchanged within the
warehouse and also with external partners in a clear and understandable way. In the following, the
importance and aspects of internal and external communication in the warehouse are explained in more
detail:

Internal communication in the warehouse:

e Team communication: Regular meetings, team meetings and internal communication channels
are important to inform employees about current developments, tasks and goals.

» Safety information: Communicating safety guidelines, accident prevention measures, and
contingency plans is of great importance to ensure the safety of employees.

*  Workflows: Clear communication about workflows, responsibilities and responsibilities is
important to enable smooth collaboration in the warehouse.

e Training: Internal communication also includes training and education to make employees aware
of new processes, technologies or security policies.

* Feedback and ideas: Open communication allows employees to provide feedback, contribute
ideas, and make suggestions for improvement.

External communication in the warehouse:

e Customer communication: Effective communication with customers is important to transparently
communicate delivery dates, order status, and any delays.

e Supplier communication: Communication with suppliers is crucial to align orders, deliveries, and
inventory information.

*  Freight forwarders and transport companies: Communication with freight forwarders and
transport companies is important to ensure smooth processes in the receipt and delivery of
goods.

e Authorities and certifications: External communication also includes the exchange with
authorities regarding environmental regulations, safety inspections and certification procedures.

Means and technologies of communication:

* Internal communication can take place through various channels, such as face-to-face meetings,
conference calls, emails, or internal chat platforms.

*  External communication often takes place via e-mails, telephone calls or online portals for
coordinating orders and deliveries.

Clear and effective communication is critical to successful warehouse operations. A transparent and open
communication culture promotes teamwork, avoids misunderstandings and enables warehouse
operations to react flexibly to changes and challenges. The integration of modern communication
technologies can further improve the efficiency of communication in the warehouse and facilitate
cooperation with internal and external partners.

Ukrainians International e.V. — Register of Associations Stuttgart District Court VR 725972 Author:
Siegfried Kraus - Internet: www.ukrainians-international.com — Email: info@ukrainians-
international.com Side 31




2
UKRAINIANS INTERNATIONAL e.V.

8.2 Collaboration with colleagues and superiors

Cooperation with colleagues and superiors is an essential success factor for efficient and harmonious
warehouse operations. Good cooperation promotes a positive working atmosphere, increases
productivity and helps to achieve goals together. The following are some important aspects that improve
collaboration with colleagues and supervisors in the warehouse:

1. Communication: Open and clear communication is the key to successful collaboration. Employees
should share their ideas, concerns, and problems with colleagues and supervisors, and also
actively listen to understand the needs of others.

2. Respect and appreciation: Respectful interaction with each other is essential. Every employee
should recognize and value the achievements and contributions of their colleagues and superiors.

3. Teamwork: The willingness to work together as a team and support each other promotes a
positive working atmosphere and increases productivity.

4. Constructive criticism and feedback: Colleagues and superiors should be able to express
constructive criticism without devaluing the other person. Feedback should be encouraging and
constructive to enable improvements.

5. Finding compromises: In a warehouse operation, there are often different opinions and interests.
The ability to find compromises and work towards common solutions is crucial.

6. Taking responsibility: Every employee should take responsibility for his or her tasks and behavior.
This creates trust and shows commitment to the common goal.

7. Support in case of problems: Colleagues and supervisors should support each other when
challenges arise. Finding solutions together strengthens the team spirit.

8. Team meetings and feedback rounds: Regular team meetings and feedback rounds allow for the
exchange of information and make it possible to identify and address problems at an early stage.

9. Conflict management: Conflicts are normal, but it is important to resolve them constructively.
Conflicts should be addressed openly and resolved in a team or with the support of superiors.

10. Recognition and motivation: Praise and recognition of successes promote team spirit and
motivate employees to do their best.

Successful collaboration with colleagues and supervisors in warehouse operations requires openness,
respect, communication and teamwork. A good working atmosphere and positive team dynamics
contribute to the fact that employees enjoy coming to work, identify with the company and work
together on the company's goals. By having colleagues and managers work together effectively and
support each other, not only is productivity increased, but employee satisfaction and engagement are
also increased.

8.3 Conflict management and problem solving in a team

Conflict is inevitable in any team and can manifest itself in a variety of ways, whether due to different
opinions, working styles, or personal differences. Effective conflict management and team problem-
solving are crucial to maintain a positive work atmosphere, promote productivity, and strengthen
collaboration. Here are some steps and techniques that can be helpful in conflict management and team
problem solving:
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1. Early detection of conflicts: It is important to identify conflicts early before they can worsen and
lead to bigger problems. Team leaders and members should be attentive and notice signs of
conflict, such as heightened tensions, confrontations, or communication problems.

2. Open communication: Team members should be encouraged to speak openly about their
concerns, concerns, and disagreements. An open conversation makes it possible to understand
the points of view of all parties involved and to clear up possible misunderstandings.

3. Identify causes of conflict: In order to enable effective problem solving, it is important to
accurately identify the causes of the conflict. In doing so, one should look not only at the obvious
symptoms of the conflict, but also at the underlying factors.

4. Collaborative problem solving: Conflicts can best be resolved when all team members are actively
involved in the resolution process. Joint problem solving makes it possible to consider different
perspectives and find a solution that is acceptable to all.

5. Clear communication of the solution: Once a solution has been found, it is important to
communicate it clearly and ensure that all team members understand and accept it.

6. Making compromises: In some cases, it is necessary to compromise in order to reach an
agreement. It is important that all parties involved are willing to sacrifice certain points in order
to find a solution that everyone can live with.

7. Fostering a positive work environment: A positive team spirit and supportive work environment
can help minimize conflict and strengthen team dynamics.

8. Team training and workshops: Targeted team training and workshops can help team members
improve their communication skills, resolve conflicts constructively, and collaborate effectively.

9. External support: In particularly difficult conflict situations, it can be helpful to call in external
support in the form of a mediator or conflict consultant.

Conflict management and problem solving in a team require sensitivity, empathy and the willingness to
approach each other. A constructive approach to conflict makes it possible to use challenges as an
opportunity to improve and grow the team. A well-managed conflict can ultimately lead to strengthened
team dynamics and better results.

8.4 Effective work planning and coordination

Effective work planning and coordination is crucial to ensure smooth and efficient warehouse logistics in
warehouse operations. Proper planning and coordination make it possible to optimize work processes,
use resources efficiently and make workflows smooth. Here are some key steps and strategies for
effective work planning and coordination in the warehouse:

1. Goal setting and prioritization: Clear goals should be set and prioritized in order to align work
planning with them. This allows team members to better focus their work on the most important
tasks.

2. Resource management: It is important to take into account the available resources such as
personnel, storage space, machines and materials and to use them efficiently.

3. Use of warehouse management systems (WMS): The use of warehouse management systems can
facilitate work planning and coordination by tracking inventories, orders and deliveries in real
time.

4. Work scheduling: Employee working hours should be planned efficiently to ensure that there are
enough workers available at any given time to handle warehouse activities.

5. Distribution of tasks: Tasks should be clearly defined and distributed among team members
based on their skills and experience.
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6. Time management: Effective time management is crucial to make work processes efficient and
avoid bottlenecks. Deadlines should be set realistically and monitored.

7. Coordination between departments: Good collaboration and coordination between the different
departments in warehouse operations, such as receiving, storage, picking, and outgoing goods, is
important to ensure a smooth flow of workflows.

8. Monitoring and feedback: The progress and results of work planning should be regularly
monitored and evaluated. Feedback from employees and customers can help identify potential
for improvement.

9. Flexibility and adaptability: Unforeseen events or changes can occur in a warehouse operation. It
is important to be flexible and adjust work planning if necessary.

10. Continuous improvement: Constant optimization of work processes and work planning is
necessary to increase efficiency in warehouse operations and gain competitive advantages.

Effective work planning and coordination in warehouse operations is a dynamic process that requires a
well-structured and organized approach. With clear goals, efficient use of resources, and good
collaboration between team members, warehouse operations can optimize their operations and increase
performance. Continuous improvement of work planning and coordination is necessary in order to adapt
to the changing requirements of the market and to be successful in the long term.
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9.Customer orientation and quality of service

9.1 Importance of customer orientation in the warehouse

Customer orientation in the warehouse is of immense importance, as it directly affects customer
satisfaction and the image of the company. Customer orientation refers to the fact that all activities and
decisions in the warehouse are aimed at meeting the needs and expectations of customers in the best
possible way. Here are some reasons why customer centricity is so important in the warehouse:

1. Customer satisfaction: Customer-centricity ensures that the right products are delivered in the
right quantity and quality at the agreed time. Happy customers remain loyal and are most likely
to come back.

2. Customer loyalty: Warehouses that focus on the needs of their customers and provide excellent
service promote customer loyalty. Loyalty leads to repeat business deals and positive word of
mouth.

3. Competitive advantage: Customer-oriented warehouses can differentiate themselves from the
competition and gain a competitive advantage through their quality of service and fast delivery
times.

4. Image and reputation: The image of a company is significantly influenced by the experience of
the customers. A customer-oriented warehouse that meets or even exceeds customer
expectations contributes to a positive reputation.

5. Customer feedback: Focusing on customer needs allows the warehouse to take customer
feedback seriously and respond to it. This leads to continuous improvements and adaptation to
customer requirements.

6. Reduction of returns and complaints: Customer orientation in the warehouse helps to minimize
errors in orders or deliveries. This reduces returns and customer complaints, which prevents
costs and negative impact on the image.

7. Business referrals: Happy customers are more likely to recommend the company and its
products, which can lead to new customers.

8. Long-term business relationships: Customer-oriented warehouses can build long-term business
relationships with their customers based on trust and reliability.

9. Customer loyalty: Customer loyalty is an important factor in the long-term success of a company.
A high level of customer loyalty leads to stable sales and sustainable business growth.

10. Customer-centric corporate culture: A customer-centric corporate culture in the warehouse leads
to a corporate culture in which all employees feel responsible for customer satisfaction. This
fosters team spirit and commitment to mutual success.

Customer orientation in the warehouse is therefore not only a reactive measure, but also a strategic
decision that influences the success of the company in the long term. Warehouse operations that focus on
their customers and offer excellent service quality will benefit in the long term from increased customer
satisfaction, customer loyalty and a positive corporate image.

9.2 Customer service and communication

Customer service and customer communication in the warehouse play a crucial role in successful
warehouse logistics and a high level of customer satisfaction. Excellent customer service and effective
communication with customers help meet customer needs, build customer loyalty, and strengthen the
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company's image. Here are some important aspects of customer service and customer communication in
the warehouse:

1. Fast response time: Customer inquiries, orders or concerns should be processed quickly and
efficiently. A fast response time shows customers that their needs are taken seriously.

2. Clear communication: Communication with customers should be clear, understandable and
professional. All information about orders, deliveries or questions should be communicated
precisely and transparently.

3. Kindness and courtesy: Being friendly and polite with customers is a fundamental aspect of
customer service. Customers should feel valued and well cared for.

4. Individual attention: Every customer has different needs. Individual attention and tailor-made
solutions are important to meet the specific requirements of each customer.

5. Problem-solving skills: Customer service representatives should be trained to resolve customer
issues quickly and effectively. Customers should be able to rely on the fact that their concerns will
be taken seriously and resolved satisfactorily.

6. Communication channels: Customer communication can take place through various channels,
such as telephone, email, chat or social media. It is important to consider the preferred
communication channels of customers.

7. Proactive communication: Proactive communication means informing customers about the status
of their orders or deliveries, even if there is no direct request. Customers appreciate it when they
are informed in good time about delays or changes.

8. Collect customer feedback: Customer feedback is valuable for making improvements in customer
service and warehouse logistics. Customers should be encouraged to provide feedback, whether
through surveys, reviews, or face-to-face conversations.

9. Employee training: Customer service agents should receive regular training to improve their
communication and problem-solving skills and stay up to date.

10. Customer service as part of the company culture: Customer service should be seen as an integral
part of the company culture. All warehouse operations employees should feel responsible for
excellent customer service.

Outstanding customer service and customer communication in the warehouse strengthen customer
loyalty, improve the company's image and support the growth of the company. Warehouse operations
that put the customer at the center and provide a positive customer experience will benefit from a loyal
customer base and sustainable business success in the long run.

9.3 Complaints management and customer support

Complaints management and customer support in the warehouse are crucial elements to adequately
handle customer concerns, complaints and claims and to maintain customer satisfaction. Effective
complaint management and customer-centric customer support can help resolve conflicts, build customer
trust, and promote long-term customer loyalty. Here are some key aspects of complaint management and
customer support in the warehouse:

1. Quick response: Customer complaints and complaints should be handled quickly and efficiently.
An immediate response signals to the customer that their concerns are being taken seriously.

2. Easy contact: Customers should have easy access to contact details for complaint handling,
whether by phone, email, or online form.
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3. Show understanding: Account managers should show understanding of the customer's situation
and make them feel that their concerns are important.

4. Active solution finding: Account managers should proactively seek solutions to satisfactorily
resolve the customer's complaint or claim.

5. Transparent communication: Customers should be transparently informed about the progress of
complaint processing, even if there are delays.

6. Indemnification and goodwill: In some cases, it may be appropriate to offer compensation or
goodwill to the customer in order to restore trust and increase customer satisfaction.

7. Leverage customer feedback: Customer complaints and claims can provide valuable feedback to
identify weaknesses in warehouse operations and make improvements.

8. Account manager training: Account managers should receive regular training to improve their
communication and problem-solving skills and deal constructively with complaints.

9. Long-term customer loyalty: Through customer-oriented and professional customer service, long-
term customer relationships can be established and maintained.

10. Learning process: Complaint management should be seen as a learning process to learn from
mistakes and make continuous improvements.

Effective complaint management and customer-centric customer support help customers feel well cared
for and valued. Customers who see that their concerns are taken seriously and handled professionally are
more inclined to remain loyal to the company and engage in positive word of mouth. Complaint
management should be seen as an opportunity to strengthen customer relationships and achieve a high
level of customer satisfaction, which ultimately contributes to the success and long-term profitability of
the warehouse.

9.4 Customer feedback and continuous improvement

Customer feedback and continuous improvement are two interconnected elements that are of great
importance to the success of a warehouse. Customer feedback provides valuable insights into customer
satisfaction and customers' perception of the company. Continuous improvement is based on the use of
this feedback to continuously optimize processes, products and services. Here are some key aspects of
customer feedback and continuous improvement in the warehouse:

1. Feedback mechanisms: It is important to implement different feedback mechanisms to collect
customer reviews and opinions. This includes surveys, customer reviews, complaints, social
media, and face-to-face conversations.

2. Customer surveys: Structured customer surveys make it possible to obtain targeted feedback on
specific aspects of the warehouse, such as delivery times, product quality or customer service.

3. Analysis of feedback: Customer feedback should be systematically analyzed to identify recurring
patterns or problems. This helps to identify weaknesses and initiate targeted improvement
measures.

4. Customer-centric culture: A culture that fosters customer centricity and continuous improvement
lays the foundation for effective use of customer feedback.

5. Team collaboration: The involvement of the entire team in the feedback process makes it
possible to consider different perspectives and develop solutions together.

6. Prioritization of actions: Based on the analysis of customer feedback, actions should be identified
and prioritized to address the most important problems and implement targeted improvements.
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7. Implementation of improvement measures: Continuous improvement requires the consistent
implementation of the identified measures. In doing so, it is important to monitor progress and
measure success.

8. Openness to change: Successful continuous improvement requires openness to change and the
willingness to question and optimize the status quo.

9. Learning culture: Mistakes should be seen as an opportunity to learn. A learning culture in the
warehouse promotes the willingness to learn from mistakes and to continuously improve.

10. Customer loyalty and growth: Continuous improvement based on customer feedback leads to
increased customer satisfaction, customer loyalty and long-term growth.

Customer feedback and continuous improvement is an ongoing process that is not a one-time action.
Warehouse operations that continuously seek customer feedback and implement improvements derived
from it are better positioned to meet customer needs, increase customer satisfaction, and gain
competitive advantage. An effective customer feedback and improvement culture is an investment in the
future and contributes significantly to the long-term success of the warehouse.
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10.Abschluss

10.1 End of training and final examination

The end of training and the final examination are crucial milestones in vocational training, including
training as a warehouse clerk. Here is some important information about the end of training and the final
exam:

1. Duration of training: Training to become a warehouse clerk usually takes two years. During this
time, the trainees learn all the relevant skills and knowledge to be able to work successfully in a
warehouse operation.

2. Intermediate examination: An intermediate examination is usually held in the middle of the
training. This serves to check the trainees' level of training and to give them feedback.

3. Final examination: At the end of the training there is the final examination. This consists of a
written and a practical part. In the written examination, the theoretical knowledge of the trainees
in the relevant specialist areas is tested. The practical exam includes typical tasks and activities
that occur in warehouse operations.

4. Preparation for the final exam: Before the final exam, trainees have the opportunity to prepare
specifically for the exam. This can be done through in-house training, learning materials, or exam
preparation courses.

5. Passing the final exam: In order to successfully complete the training, trainees must pass both the
written and practical parts of the final exam.

6. Skilled worker certificate: After successfully passing the final examination, the trainees receive
their skilled worker certificate. This official document certifies the successful training as a
warehouse specialist.

7. Career prospects: After completing their training, warehouse specialists have various career
prospects open to them. You can work in various warehouse operations, freight forwarders,
shipping departments, or logistics companies.

8. Further training opportunities: After completing their training, warehouse specialists have the
opportunity to gain further qualifications and improve their career opportunities through further
training, for example to become a logistics specialist.

The end of the training and the final examination mark the successful completion of the training as a
warehouse clerk. The trainees are now able to apply the skills and knowledge they have learned in
practice and work in various warehousing and logistics companies. The final examination ensures that the
trainees have acquired the necessary skills for their profession and are willing to work independently in
their professional field.

10.2 Professional development opportunities

After completing the training as a warehouse clerk, various professional development opportunities open
up to improve career opportunities and gain further qualifications in the logistics industry. Here are some
training opportunities for warehouse specialists:

1. Warehouse Logistics Specialist (IHK): Warehouse clerks can expand their qualifications and
complete further training to become a "Warehouse Logistics Specialist". This training builds on
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the knowledge and skills already acquired and imparts additional skills in the areas of warehouse
logistics, merchandise management and shipping.

2. Logistics Specialist (IHK): Another option is further training to become a "Logistics Specialist"
(IHK). This training course is aimed at specialists and executives in the logistics industry and
provides comprehensive knowledge in the areas of logistics management, process optimization
and supply chain management.

3. Logistics Master (IHK): The Logistics Master is a demanding training course for warehouse clerks
who are striving for a management position in logistics. The master craftsman's examination
prepares graduates for the management of logistics departments and teams.

4. Studies in the field of logistics: Warehouse specialists who want to pursue an academic career can
pursue a degree in logistics or supply chain management. There are various courses of study at
Bachelor's and Master's level that deal with the complex logistical processes and optimization of
supply chains.

5. Further training on specialized topics: Warehouse specialists also have the opportunity to further
their education in specialized areas of logistics, such as dangerous goods transport, warehouse
management systems (WMS), lean management or purchasing logistics.

6. Seminars and trainings: There are a variety of seminars and training courses that help warehouse
operators to deepen their knowledge and skills in specific logistical areas, such as order picking,
warehouse organization or inventory management.

Through professional development, warehouse specialists can improve their career prospects and qualify
for more demanding positions in the logistics industry. The choice of continuing education depends on
personal interests, goals and professional ambitions. It is important to find out about the various training
opportunities at an early stage and to choose the one that best suits your individual professional
development.

10.3 Personal development and career planning as a warehouse clerk

As a warehouse clerk, personal development and career planning are of great importance in order to be
successful in your career and to be able to develop further in the logistics industry. Here are some
important aspects that warehouse specialists should consider:

1. Self-reflection and strengths analysis: Good career planning begins with self-reflection and the
identification of one's own strengths, interests and professional goals. Warehouse specialists
should ask themselves which tasks and activities they particularly like and in which areas they
would like to develop further.

2. Education and training: The logistics industry is constantly evolving, and there are always new
technologies and processes to learn. Warehouse specialists should undergo continuous training
and participate in training, seminars or further education programmes in order to keep their
knowledge and skills up to date.

3. Set professional goals: It is important to set clear professional goals and develop a career plan.
Warehouse specialists can think about what positions they want to pursue in the future and what
steps they need to take to achieve these goals.

4. Networking: A good professional network can be of great benefit in career development and
finding new opportunities. Warehouse specialists should establish contacts in the industry, be
actively involved in trade associations or networks and benefit from the experience of others.
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5. Flexibility and openness to change: The logistics industry is dynamic and new opportunities and
challenges can always arise. Warehouse specialists should be flexible and open to change and
new tasks.

6. Additional qualifications: Additional qualifications or certifications can improve career prospects.
Warehouse specialists can consider which additional qualifications are in demand in their
industry and which could support their professional development.

7. Performance and commitment: Committed and high-performing warehouse specialists are often
noticed more quickly for new tasks and positions. A high work ethic and willingness to take
responsibility can have a positive impact on a career.

8. Get feedback: Warehouse clerks should seek feedback from supervisors, colleagues, or customers
to identify their strengths and areas of development. Constructive feedback can help promote
personal development.

9. Have career interviews: Warehouse clerks can have regular career interviews with their
supervisors to discuss their career goals and get feedback.

10. Change of employer: Sometimes a change of employer can present new opportunities and
challenges. Warehouse clerks should consider looking at other companies to advance their
careers.

Personal development and career planning as a warehouse clerk require initiative, commitment and a
clear vision for your professional future. By continuously developing and keeping an eye on their
professional goals, warehouse specialists can successfully shape their careers in the logistics industry.
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