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Elevator Maintenance - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse / Parts Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the key point of contact for managing and tracking inventory related to elevator maintenance parts and supplies. Ensure timely reordering of essential parts to support uninterrupted elevator maintenance operations. Contribute to the overall efficiency and safety of elevator maintenance through proactive inventory control.
2. Essential Duties and Responsibilities
1. Maintain accurate records by logging stock levels and tracking part usage daily.
1. Initiate and manage parts reordering processes to prevent equipment downtime.
1. Collaborate with maintenance teams to forecast inventory needs based on scheduled repairs and historical usage.
1. Support quality control by verifying the receipt of parts and ensuring correct storage practices.
3. Key Tasks / Daily Activities
1. Review and update the inventory log at the start and end of each shift.
1. Communicate with vendors to inquire about part availability and confirm delivery schedules.
1. Conduct routine physical counts and reconcile discrepancies with digital records.
1. Assist in preparing inventory reports for the maintenance department and upper management.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Maintain a 98% or higher accuracy rate in stock records.
1. Reorder Efficiency: Achieve parts reordering within 48 hours of reaching the reorder threshold.
1. Downtime Reduction: Contribute to reducing elevator downtime due to inventory issues by 10% annually.
1. Cost Efficiency: Manage inventory costs to remain within a 5% variance of the annual budget.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. Minimum of 2 years’ experience in inventory management or a related field.
1. Strong organizational skills with excellent attention to detail.
1. Proficiency in inventory management software and Microsoft Office applications.
6. Preferred Experience
1. Previous experience in the elevator maintenance or home services industry.
1. Familiarity with supply chain management practices.
1. Experience working in a fast-paced maintenance or operations environment.
1. Prior work with automated inventory tracking systems.
7. Physical Requirements
1. Ability to lift up to 50 pounds periodically.
1. Experience working in a warehouse or parts storage environment.
1. Occasional requirement to stand, walk, and bend for extended periods.
1. Capability to navigate through confined spaces within inventory storage areas.
8. Work Environment and Schedule
1. Standard operating hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during high-demand periods.
1. Minimal travel required between company facilities.
1. On-call duties may be applicable during emergency maintenance situations.
9. Compensation and Benefits
1. Hourly rate ranging from $18.00 to $24.00 per hour based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package, including Health, Dental, Vision, and 401k.
1. Opportunities for professional development and training programs.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we are committed to fostering a collaborative and growth-oriented environment where every employee is valued.
1. Our team thrives on innovation, accountability, and a passion for delivering exceptional service.
1. We celebrate diversity and encourage continuous learning, ensuring that our employees are empowered to reach their full potential.
1. Join us and be part of a company dedicated to excellence and exceptional customer service 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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