[image: ]
Facility Management - Warehouse / Supply Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing and overseeing warehouse operations related to cleaning supplies and maintenance parts to ensure timely delivery and optimal stock levels. Plays a critical role in maintaining facility management efficiency to support overall operational success in the home services industry.
2. Essential Duties and Responsibilities
1. Oversee the daily management of inventory including cleaning supplies, maintenance parts, and other facility-related items.
1. Manage and coordinate deliveries to various locations ensuring all shipments are accurate and on schedule.
1. Maintain accurate inventory records and perform regular stock audits to identify discrepancies.
1. Collaborate with cross-functional teams to plan, forecast, and implement supply chain improvements.
3. Key Tasks / Daily Activities
1. Monitor stock levels each morning and adjust orders based on usage trends and future demand projections.
1. Process incoming deliveries and ensure each item is documented and stored properly.
1. Inspect the warehouse for safety compliance and operational efficiency.
1. Communicate with vendors and delivery partners to resolve issues and maintain quality service.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Achieve a target rate of 98% accuracy or higher.
1. On-Time Deliveries: Ensure at least 95% of deliveries are on schedule.
1. Stock Turnover Rate: Maintain an optimal turnover rate with a 10%-15% monthly variance.
1. Cost Efficiency: Reduce supply chain costs by 5% year-over-year.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business, Supply Chain Management, or a related field or equivalent experience.
1. 3+ years of experience in warehouse management or supply chain operations.
1. Strong organizational and problem-solving skills.
1. Proficient in inventory management software and Microsoft Office Suite.
1. Excellent communication and coordination skills.
6. Preferred Experience
1. Experience in facility management within the home services industry.
1. Proven track record of managing cleaning supplies and maintenance parts inventory.
1. Background in logistics coordination and vendor management.
1. Familiarity with lean inventory and continuous improvement processes.
7. Physical Requirements
1. Ability to lift and move packages weighing up to 50 pounds.
1. Standing, walking, and occasional bending for extended periods.
1. Work in environments that can range from climate-controlled indoor warehouses to semi-outdoor storage areas.
1. Capability to operate standard warehouse equipment and machinery.
8. Work Environment and Schedule
1. Typical work shift: 8:00 AM – 5:00 PM, Monday through Friday.
1. Occasional early morning or evening shifts required during peak periods.
1. Minimal travel required to vendor and supplier locations.
1. On-call availability for critical supply chain or delivery issues as needed.
9. Compensation and Benefits
1. Salary range: $45,000 - $60,000 per year depending on experience.
1. Performance-based bonuses available.
1. Comprehensive benefits package including health, dental, and vision insurance.
1. 401(k) plan options with company match.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a growth-oriented company that values innovation and efficiency in all aspects of our operations.
1. Our team thrives in a collaborative environment that encourages continuous learning and professional development.
1. We are dedicated to customer satisfaction and work hard to maintain a supportive and inclusive workplace.
1. Join us in a culture that celebrates success and empowers every team member to excel.
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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