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Garage Door - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for ordering parts for garage door services, tracking stock levels, and ensuring record accuracy to support operational efficiency. Acts as a critical link between procurement, operations, and repair teams to sustain business flow and customer satisfaction.
2. Essential Duties and Responsibilities
1. Order necessary garage door parts from approved suppliers.
1. Track inventory levels and monitor stock movement to prevent shortages and ensure timely replenishment.
1. Maintain accurate records and update the inventory management system regularly.
1. Collaborate with other departments to forecast demand and plan inventory needs.
3. Key Tasks / Daily Activities
1. Review and process incoming orders for garage door components on a daily basis.
1. Conduct regular inventory counts and reconcile discrepancies in records.
1. Communicate with vendors regarding order status, deliveries, and product issues.
1. Update and manage data in the inventory tracking system to ensure consistent information accuracy.
4. Key Performance Indicators (KPIs)
1. Order Accuracy Rate: Achieve 98% accuracy in parts orders.
1. Stock Availability: Maintain stock levels at or above 95% of demand.
1. Record Accuracy: Ensure inventory records are 100% accurate each quarter.
1. Lead Time Reduction: Decrease average part delivery time by 10% year-over-year.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Business, Supply Chain Management, or related field.
1. 2+ years of experience in inventory management or a similar role.
1. Proficiency in inventory management software and Microsoft Office tools.
1. Strong organizational skills with excellent attention to detail.
6. Preferred Experience
1. Experience in the home services or garage door industry.
1. Familiarity with parts procurement and supply chain management.
1. Prior involvement in inventory control or logistics within a service-based company.
7. Physical Requirements
1. Ability to lift up to 25 pounds periodically.
1. Standing or walking for extended periods during inventory checks.
1. Exposure to warehouse environments and occasional visits to supplier sites.
8. Work Environment and Schedule
1. Standard business hours with occasional extended hours to meet critical deadlines.
1. On-site work in a warehouse/office environment with occasional standing and physical activity.
1. Minimal travel required for vendor meetings and supply inspections.
1. Occasional on-call duty during inventory audits.
9. Compensation and Benefits
1. Hourly rate: $20 - $25 per hour, depending on experience.
1. Eligibility for performance-based bonuses.
1. Health, Dental, and Vision insurance benefits provided.
1. 401(k) plan with company matching available.
1. Additional fringe benefits include paid time off and employee discounts.
10. Company Culture and Overview
1. We are a growth-oriented company that values innovation, teamwork, and customer satisfaction.
1. Our culture emphasizes professional development, inclusion, and a strong commitment to excellence.
1. We strive to empower employees to achieve personal and professional growth while delivering the highest quality service.
1. Join our team and help us set the standard 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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