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Position Available 

Position:  Shipping and Warehouse Assistant 
Pay range:  $13 to $15 per hour (depending on aptitude and experience) 
Location:  Middleton, Wisconsin 
Hours:  Part-time, 15–20 hours per week, afternoons M–F  
Reports to:  Director of Sales 
Start date:  May 13, 2019 (or as soon as available thereafter) – Position is open until filled 
 
A-R Editions, Inc., an internationally respected 57-year-old music publishing company located in Middleton, 
Wisconsin, is seeking a qualified candidate for the part-time position of Shipping and Warehouse Assistant for our 
Music Publications division. A-R Editions is one of the most active publishers of scholarly music research and 
plays an important role in the dissemination of musical research to scholars and performers worldwide. See A-R’s 
website (www.areditions.com) for more information. 

Key Responsibilities: 
 Pick and pack orders, including both inventory and print-on-demand titles 
 Ship domestic and foreign orders via UPS, USPS, and R.R. Donnelley 
 Assist with daily shipping and receiving 
 Manage inventory, pick shelves, and warehouse storage 
 Handle freight shipments for conventions 

 
Qualifications:  

 High school diploma or GED certificate required 
 Drivers license preferred 
 Experience using software applications including Microsoft Office, ShipStation, and UPS World Ship preferred 
 Dependable, timely, and responsible team player 
 High accuracy, attention to detail, and efficiency 
 Self-motivated and able to complete tasks independently 
 Exceptional organization and time management skills 
 Willingness to learn custom software systems and adjust to new processes 
 Familiarity with classical music and foreign languages are not required but are helpful for picking titles. 

 
Physical Requirements:  

 Able to Stand/walk for 4+ hours per day 
 Able to move boxes weighing up to 50 lbs.  
 Able to pack pallets and handle a pallet jack 
 Can move one’s person easily and constantly 
 Frequent reaching and bending 

 
Benefits: 

 Semi-monthly pay periods 
 Paid time off 
 401k with employer match 
 Flexible spending accounts for medical or dependent care expenses 

 
This position does not qualify for participation in A-R Editions’ HMO, Dental, LTD, Life, and AD&D insurance plans. A-R 
Editions is a smoke-free, drug-free workplace.  
 
Send letter of interest, resume, and references by email to: 
Pamela Whitcomb, Director of Music Publications & HR/Benefits Coordinator 
pamela.whitcomb@areditions.com 


