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Facility Management - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse / Supply Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the primary point of contact for inventory management within the facility, ensuring efficient ordering, tracking, and maintenance of materials. Play a key role in sustaining the operational integrity of the facility through diligent oversight of supply levels and usage logging. Contribute to the broader operations team by optimizing inventory turnover and reducing unnecessary expenditures. Enhance overall facility management by fostering a proactive approach in material procurement and documentation.
2. Essential Duties and Responsibilities
1. Order materials and supplies to support facility operations with precision and timeliness.
1. Log usage accurately and maintain up-to-date records for inventory tracking.
1. Monitor and replenish supply levels to avoid shortages and excess stock.
1. Coordinate with facility management and vendors to ensure cost-effective procurement.
1. Provide regular inventory reports to the Facility Manager to drive continuous improvement in supply chain processes.
3. Key Tasks / Daily Activities
1. Review current inventory levels and usage logs each day to forecast supply needs accurately.
1. Place orders with approved vendors and follow up on deliveries to ensure compliance with quality standards.
1. Conduct regular physical counts of inventory against digital records for accuracy.
1. Collaborate with facility staff to address urgent supply requirements and discrepancies.
4. Key Performance Indicators (KPIs)
1. Inventory accuracy rate: 98% or higher.
1. Order fulfillment turnaround time: within 24 hours of request.
1. Supply shortage incidents: less than 2 per month.
1. Vendor cost savings achieved: at least 5% reduction annually.
5. Required Qualifications and Skills
1. High school diploma or equivalent required; associate degree preferred.
1. At least 2 years of experience in inventory management or related field.
1. Strong organizational, record-keeping, and communication skills.
1. Proficiency in inventory management software and Microsoft Office applications.
6. Preferred Experience
1. Prior experience in facility management or related home services environment.
1. Familiarity with vendor negotiation and procurement processes.
1. Exposure to supply chain optimization techniques and lean operations.
1. Experience working in a fast-paced, dynamic operational setting.
7. Physical Requirements
1. Ability to lift up to 25 pounds regularly.
1. Frequent walking, standing, and use of a pallet jack or similar equipment.
1. Work within a typical warehouse or storage facility setting.
1. Occasional exposure to varying temperatures and potential noise from operational environments.
8. Work Environment and Schedule
1. Standard work hours typically Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional after-hours work may be required during peak periods.
1. Minimal travel required between facility locations if applicable.
1. On-call duties may be required during emergency supply situations.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year, based on experience and qualifications.
1. Potential for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) plan with company match.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of innovation, collaboration, and continuous improvement.
1. Our team is committed to growing together, supporting professional development, and recognizing individual achievements.
1. We celebrate diversity and promote an inclusive work environment where every voice is heard.
1. Join us in advancing our mission to deliver exceptional service and operational excellence.
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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