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Builders / Developers - Commercial - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse / Logistics Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining accurate stock levels, ordering supplies, and managing inventory logs to support commercial building and development projects. Plays a crucial role in ensuring operational efficiency and cost control by preventing stock shortages and excess inventory. Collaborates closely with project managers and suppliers to streamline supply chain activities. Ensures compliance with company policies and industry regulations.
2. Essential Duties and Responsibilities
1. Monitor and record all inventory transactions and adjust stock levels as needed.
1. Order supplies and materials regularly in alignment with project requirements and budget guidelines.
1. Maintain comprehensive logs and documentation for all inventory-related activities.
1. Conduct regular audits to verify stock accuracy and identify discrepancies.
1. Collaborate with vendors and internal teams to optimize supply chain processes.
3. Key Tasks / Daily Activities
1. Review daily inventory reports and prioritize orders based on project deadlines and consumption rates.
1. Communicate with suppliers to track delivery schedules and resolve order issues.
1. Update inventory management system with real-time data on stock levels and material usage.
1. Assist the operations team during project meetings to provide inventory status reports and forecasts.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy Rate: 98% or higher.
1. Order Fulfillment Time: Average of less than 24 hours.
1. Inventory Turnover Ratio: Target of 12 times per year.
1. Reduction in Stock Discrepancies: Less than 3% month-over-month.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s or Bachelor's degree preferred.
1. Minimum of 2 years’ experience in inventory management or a related field.
1. Proficient in inventory management software and Microsoft Office Suite.
1. Strong organizational skills and attention to detail.
1. Excellent communication and problem-solving abilities.
6. Preferred Experience
1. Experience in the commercial construction or building development industry.
1. Familiarity with supply chain procedures within large-scale projects.
1. Proven track record of improving inventory processes and efficiency.
1. Previous exposure to using ERP systems in a technical environment.
7. Physical Requirements
1. Ability to lift up to 25 lbs. when handling inventory items.
1. Occasional standing, walking, or light manual labor in warehouse or construction site settings.
1. Comfortable working in varied environments, including hot, cold, or slightly confined spaces.
1. Routine use of computer and scanning devices.
8. Work Environment and Schedule
1. Standard work hours typically from 8:00 AM to 5:00 PM, Monday to Friday.
1. Occasional extended hours during project deadlines or major inventory audits.
1. Minimal travel to supplier sites or related building projects as needed.
1. Occasional on-call duties during high-demand periods.
9. Compensation and Benefits
1. Hourly rate of $18 - $25 per hour, based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including Health, Dental, and Vision Insurance.
1. Access to a 401k retirement plan with company matching.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We foster a collaborative and inclusive work environment that values dedication, innovation, and continuous improvement.
1. Our team is committed to excellence, growth, and providing exceptional service to our clients and project partners.
1. We encourage professional development through ongoing training, mentorship, and career advancement opportunities.
1. Join us in a culture that celebrates success while striving to make a sustainable impact in the building and construction industry.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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