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Electrical - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing electrical inventory with precision and efficiency to support field operations and service delivery. Ensures consistent stock levels, timely ordering, and accurate records to meet ongoing project demands. Plays a key role in maintaining operational efficiency while reducing stock discrepancies and waste. Contributes to the overall success of the company by optimizing inventory flow and minimizing downtime.
2. Essential Duties and Responsibilities
1. Orders stock and supplies to ensure uninterrupted operations within the electrical division.
1. Records all material transactions accurately in inventory management systems.
1. Monitors inventory levels daily and coordinates with vendors for timely replenishment.
1. Collaborates with field technicians and project managers to forecast material needs.
1. Implements procedures to reduce inventory variances and prevent stock shortages.
3. Key Tasks / Daily Activities
1. Check and update inventory levels at the beginning and end of each shift.
1. Process purchase orders and verify delivery of electrical materials.
1. Communicate with suppliers and service providers regarding stock inquiries and order status.
1. Audit inventory records to ensure consistency with physical counts.
1. Maintain organized storage areas and ensure compliant handling of electrical components.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Achieve a documented accuracy rate of 98% or higher.
1. Stock Turnover Rate: Maintain a minimum turnover rate of 8 cycles per year.
1. Order Fulfillment Speed: Ensure 95% of orders are processed within a 24-hour window.
1. Discrepancy Reduction: Reduce inventory discrepancies by 10% annually.
5. Required Qualifications and Skills
1. High school diploma or equivalent; technical training in inventory management preferred.
1. Minimum of 2 years’ experience in inventory control or a related role in the electrical or home services industry.
1. Proficient in using inventory management software and Microsoft Office Suite.
1. Strong attention to detail and excellent organizational skills.
1. Effective communicator with an ability to work both independently and collaboratively.
6. Preferred Experience
1. Experience working in the electrical, home services, or similar technical industries.
1. Background in an environment with high inventory turnover and strict regulatory compliance.
1. Familiarity with just-in-time inventory practices and lean management principles.
1. Previous exposure to vendor relationship management and procurement processes.
7. Physical Requirements
1. Ability to lift up to 50 pounds consistently.
1. Frequent standing, bending, and walking in a warehouse environment.
1. Exposure to temperature variations in storage areas and outdoor delivery zones.
1. Occasional use of forklifts or pallet jacks with proper training.
8. Work Environment and Schedule
1. Standard work hours of 8:00 AM to 5:00 PM; potential overtime during peak periods.
1. Minimal travel required between storage facilities and vendor locations.
1. Regular interaction with team members in a warehouse setting and office environment.
1. On-call support may be required to address urgent inventory issues.
9. Compensation and Benefits
1. Hourly rate ranging between $18 - $24 per hour based on experience.
1. Eligibility for performance-based bonuses aligned with inventory efficiency metrics.
1. Comprehensive health, dental, and vision insurance plans.
1. Participation in the company 401k plan with employer matching contributions.
1. Additional fringe benefits such as paid time off, sick leave, and professional development opportunities.
10. Company Culture and Overview
1. We foster a growth-oriented and inclusive environment focused on continuous improvement and professional development.
1. Our culture values teamwork, innovation, and integrity, ensuring that every team member can thrive.
1. We celebrate diverse perspectives and encourage creative solutions to meet customer needs.
1. Join us and become part of a company that is dedicated to excellence and making a positive impact 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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