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Civil & Infrastructure Contractors - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse / Logistics Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the backbone of inventory management for construction supplies in the civil and infrastructure contracting environment, ensuring a seamless supply chain that directly supports project execution and operational efficiency.
2. Essential Duties and Responsibilities
1. Maintain accurate and up-to-date records of all construction supplies throughout their lifecycle.
1. Monitor stock levels to ensure sufficient supply and timely replenishment of materials.
1. Coordinate with procurement and project management teams to schedule reorders and deliveries.
1. Verify the receipt, shipment, and quality of materials against order specifications.
1. Implement and refine inventory control procedures to minimize discrepancies and waste.
3. Key Tasks / Daily Activities
1. Review daily inventory reports and update digital tracking systems.
1. Place orders for construction supplies as inventory levels reach predefined thresholds.
1. Communicate with suppliers to confirm order details and resolve any discrepancies.
1. Conduct regular physical counts and cross-verify with digital records.
1. Collaborate with internal teams to forecast future material needs and adjust reorder plans.
4. Key Performance Indicators (KPIs)
1. Inventory accuracy rate: >98% of stock records maintained.
1. Timely reorder completion rate: Achieve 100% compliance with reorder schedules.
1. Stock-out incidents: Maintain incidents at <2% per quarter.
1. Cost savings through efficient stock management: Target a 5% reduction annually.
1. On-time delivery confirmation rate: Sustain >95% of deliveries on schedule.
5. Required Qualifications and Skills
1. Minimum of 2 years’ experience in inventory management within a related field.
1. Proficiency with modern inventory management software and ERP systems.
1. Strong analytical skills and meticulous attention to detail.
1. Excellent communication and teamwork abilities to collaborate across departments.
1. High school diploma or equivalent; Associate’s or Bachelor’s degree preferred.
6. Preferred Experience
1. Experience in the civil engineering or construction supply industry.
1. Familiarity with ERP systems and project management software systems.
1. Previous experience working with civil and infrastructure contracting projects.
1. Understanding of construction supply chain logistics and best practices.
1. Background in process improvement within a fast-paced operational setting.
7. Physical Requirements
1. Ability to lift up to 50 lbs.
1. Frequent standing, walking, and maneuvering within a warehouse environment.
1. Occasional bending, reaching, and climbing to access stored supplies.
1. Exposure to varying temperature conditions within warehouse or outdoor storage areas.
1. Adequate vision and hearing to monitor inventory processes effectively.
8. Work Environment and Schedule
1. Typical work hours are from 8:00 AM to 5:00 PM.
1. Occasional need for overtime during peak inventory and project periods.
1. Primarily an indoor work environment within a warehouse setting with some site visits.
1. Limited travel required between company sites or construction projects.
1. On-call duties may be required during supply emergencies or project deadlines.
9. Compensation and Benefits
1. $18 - $22 per hour, based on experience and qualifications.
1. Performance-based bonuses tied to key inventory management KPIs.
1. Health, Dental, and Vision insurance coverage.
1. 401(k) with company matching available.
1. Paid time off, employee discount programs, and other fringe benefits.
10. Company Culture and Overview
1. We foster an environment of collaboration, innovation, and mutual respect where every team member is encouraged to develop their skills and contribute to our success.
1. Our culture emphasizes transparency, continuous learning, and a commitment to customer satisfaction and quality.
1. We value diversity and inclusivity, ensuring a welcoming workspace for everyone.
1. Our team-driven approach provides ample opportunities for professional growth and career advancement.
1. Join us to be part of a forward-thinking company dedicated to excellence and community impact.
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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