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Custom Closets - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse / Shop Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as a key contributor in managing and maintaining the inventory for custom closet projects by accurately ordering parts, logging usage, and updating stock records to support operational efficiency.
2. Essential Duties and Responsibilities
1. Order and replenish parts required for custom closet installations.
1. Manage and log product usage to maintain updated stock records.
1. Maintain accurate inventory levels through routine audits.
1. Collaborate with installation teams to ensure timely supply of necessary components.
3. Key Tasks / Daily Activities
1. Review daily inventory levels and place orders for low stock parts.
1. Update stock records in the inventory management system consistently.
1. Monitor usage reports and adjust reordering processes as needed.
1. Communicate with vendors and suppliers for order confirmations and delivery updates.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Maintain a minimum of 98% accuracy in stock records.
1. Order Fulfillment Time: Achieve less than 24 hours turnaround for critical parts orders.
1. Usage Reporting: Ensure 100% daily logging of parts usage.
1. Stock Turnover Ratio: Maintain a target ratio that minimizes excess inventory while ensuring ample supply.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. 2+ years of experience in inventory management or a related field.
1. Proficiency with inventory management software and Microsoft Office.
1. Strong organizational skills and attention to detail in handling stock records.
6. Preferred Experience
1. Previous experience in home services or custom closet installation industries.
1. Familiarity with automated inventory tracking systems.
1. Experience working in a fast-paced, customer-centric environment.
7. Physical Requirements
1. Ability to lift items weighing up to 25 lbs.
1. Frequent standing, walking, and bending during inventory audits.
1. Work in environments with variable temperatures (warehouse conditions).
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime based on project needs and seasonal demand.
1. Limited travel to vendor sites and branch locations as needed.
1. No on-call duties required.
9. Compensation and Benefits
1. Salary range: $18-$22 per hour based on qualifications and experience.
1. Eligible for annual performance bonuses.
1. Health, Dental, and Vision insurance.
1. 401(k) plan with company match.
1. Paid time off and holiday benefits.
10. Company Culture and Overview
1. Our company fosters a collaborative and growth-oriented culture that values innovation, teamwork, and continuous improvement.
1. We are committed to employee development and offer various training programs to help you level up and succeed professionally.
1. We celebrate diversity and strive to create a welcoming environment where every team member feels valued and empowered.
1. Join us to be a part of a forward-thinking team dedicated to delivering exceptional custom closet solutions to our loyal customers.
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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