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Chimney & Fireplace Services - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the key resource for inventory management within the Chimney & Fireplace Services division by ensuring timely material orders, accurate logging of usage, and optimal stock levels to support uninterrupted service operations.
2. Essential Duties and Responsibilities
1. Order necessary materials and supplies to maintain inventory levels, ensuring continuous service availability.
1. Log and monitor material usage accurately to track consumption patterns and forecast needs.
1. Coordinate with vendors and suppliers to secure quality products at competitive prices.
1. Maintain organized inventory records and report discrepancies or shortages promptly.
3. Key Tasks / Daily Activities
1. Review stock levels each morning and place orders as needed.
1. Update inventory management systems with detailed logs of material usage.
1. Communicate with service teams regarding current stock status and material requirements.
1. Inspect incoming shipments for quality and accuracy, ensuring proper documentation.
4. Key Performance Indicators (KPIs)
1. Inventory accuracy rate: ≥ 98%.
1. Material order fulfillment rate: 100% on-time delivery.
1. Stock-out incidents: < 3% per month.
1. Reduction in order processing time: 10% improvement per quarter.
5. Required Qualifications and Skills
1. High school diploma or equivalent; additional certification in logistics or inventory management is a plus.
1. Minimum of 2 years’ experience in inventory management or a related field.
1. Proficiency with inventory management software and basic computer applications.
1. Strong organizational, time management, and communication skills.
6. Preferred Experience
1. Experience within the home services industry, specifically in chimney and fireplace services.
1. Familiarity with vendor management and supply chain coordination in a service-oriented environment.
1. Previous role in warehouse operations or similar inventory-intensive settings.
1. Hands-on experience with quality control and process improvement initiatives.
7. Physical Requirements
1. Ability to lift up to 50 lbs routinely.
1. Frequent standing, walking, and bending throughout daily tasks.
1. Work in environments with varying temperatures, including hot and cold conditions in storage areas.
1. Periodic manual handling and movement of inventory items require physical stamina.
8. Work Environment and Schedule
1. Work predominantly in an office and warehouse setting.
1. Typical work hours are Monday through Friday during standard business hours.
1. Occasional peak-period overtime may be required.
1. Minimal travel is expected with a consistent on-site presence.
9. Compensation and Benefits
1. Annual salary range of $40,000 - $50,000, commensurate with experience.
1. Eligibility for performance-based bonuses and incentive programs.
1. Comprehensive benefits package including Health, Dental, Vision, and 401k.
1. Paid time off and professional development opportunities provided.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on fostering a collaborative and growth-oriented environment. Our team is dedicated to excellence in service, continuous learning, and mutual respect. We embrace innovation and empower our employees to contribute ideas that drive our company forward. Join us to advance your career and help create exceptional experiences for our customers in the home services 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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