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Electrical - Commercial - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Inventory Specialist is responsible for efficiently managing commercial electrical stocks and materials. This role supports business operations by ensuring accurate order processing, inventory tracking, and timely reordering of stock. The specialist plays a pivotal role in maintaining consistent supply levels to support ongoing projects and commercial installations.
2. Essential Duties and Responsibilities
1. Order stock and maintain precise records of all inventory movements.
1. Track materials from receipt to distribution to ensure optimal stock levels.
1. Maintain reordering schedules to prevent stock shortages and surpluses.
1. Collaborate closely with procurement and project teams to forecast material needs.
3. Key Tasks / Daily Activities
1. Review and process incoming orders and update inventory databases daily.
1. Perform cycle counts and verify inventory accuracy with physical stock.
1. Communicate with suppliers and internal teams regarding order statuses and delivery schedules.
1. Monitor critical stock items and coordinate reorder requests to prevent project delays.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy Rate: >98%.
1. On-Time Reordering: 100% compliance with predetermined schedules.
1. Order Fulfillment Efficiency: ≥95% of orders processed within designated timeframes.
1. Cost Reduction in Stock Mismanagement: Achieve a reduction target of 10% year over year.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent experience in business administration, logistics, or a related field.
1. Minimum of 2 years of experience managing inventory within the commercial electrical industry.
1. Proficiency in inventory management software and ERP systems.
1. Strong attention to detail and organizational skills.
6. Preferred Experience
1. Experience working with commercial electrical supplies and technical components.
1. Prior involvement in the home services or construction sector.
1. Demonstrated ability in process improvement and inventory optimization.
1. Familiarity with safety and compliance regulations related to electrical materials.
7. Physical Requirements
1. Ability to lift up to 25 lbs.
1. Frequent standing, walking, and bending in warehouse or storage environments.
1. Work in environments that may involve occasional exposure to dust or temperature variations.
1. Operate manual handling equipment safely with proper training.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Periodic overtime may be required during high-demand periods.
1. Minimal travel may be required for vendor meetings or site inspections.
1. Availability to respond to urgent supply issues as needed.
9. Compensation and Benefits
1. Hourly rate range is $18 - $24 per hour, depending on experience.
1. Performance-based bonuses may be awarded quarterly.
1. Health, Dental, and Vision insurance provided.
1. 401k plan with company matching contribution.
1. Additional fringe benefits include paid time off and professional development opportunities.
10. Company Culture and Overview
1. Our company is dedicated to fostering a culture of innovation, growth, and excellence.
1. We prioritize teamwork, continuous learning, and a commitment to exceptional service.
1. Employees are encouraged to take initiative and contribute to the overall success of our projects.
1. Join us and be part of a supportive team where your efforts directly impact our success and customer satisfaction.
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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