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Home Services - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse manager or operations manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
As inventory specialist at [Company name], you'll make sure our parts, materials and supplies are counted, stocked and ready. You'll receive and check deliveries, run cycle counts, keep [our service trucks and crews] supplied, and work with [purchasing or the operations manager] so we order what we need before it runs out and nothing sits on the shelf for months.
2. Essential Duties and Responsibilities
1. Receive deliveries, check them against the purchase order and packing slip, and report shortages, damage or wrong items to the supplier.
1. Run cycle counts on a set schedule and a full count [each quarter or each year], and find out why any count doesn't match the records.
1. [Restock service trucks or crew trailers from your truck stock list and what each one used the day before.]
1. Watch reorder points and send purchase requests to [purchasing or the operations manager] before items run out.
1. Keep the stockroom labeled, organized and safe, with [chemicals, refrigerant or other regulated products] stored the way their labels require.
1. Record every stock movement in [your inventory system] the same day it happens.
3. Key Tasks / Daily Activities
1. Review stock levels first thing and flag low items.
1. Check in the day's deliveries and put them away.
1. [Pull and stage parts and materials for tomorrow's jobs or installs.]
1. Count a set of bins [or one truck], and chase any gap until it's explained.
1. Answer field questions about what's in stock and when back-ordered items will arrive.
4. Key Performance Indicators (KPIs)
1. Cycle count accuracy, records against what's on the shelf: [your target].
1. Jobs delayed, or extra supply house trips, because of missing parts: [your target].
1. Purchase requests sent within [time frame] of an item reaching its reorder point: [your target].
1. Deliveries checked in and recorded the same day: [your target].
1. Stock that hasn't moved in [time frame]: [your target].
1. Supplier errors and returns resolved in under [time frame]: [your target].
5. Required Qualifications and Skills
1. [2+] years of inventory, warehouse, receiving or parts counter experience.
1. Counts carefully and keeps records clean, every day.
1. Comfortable with [your inventory software], spreadsheets and a handheld scanner.
1. Clear, polite follow-up with suppliers and technicians when something is missing or late.
1. [Valid driver's license, if the job includes supplier runs].
6. Preferred Experience
1. Knows [your trade's parts and materials] from a supply house, a parts counter or field work.
1. Forklift or pallet jack experience.
1. Has handled [chemicals, refrigerant or other regulated products] and kept their safety data sheets on file.
7. Physical Requirements
1. Standing, walking, bending and reaching for most of the shift in a stockroom, warehouse or yard.
1. Lifting and carrying up to [50] pounds, sometimes in [heat, cold or outdoor conditions].
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Works at [warehouse or stockroom location], [with time in the yard loading trucks, if your field team carries stock].
1. Regular hours: [days and start time], with extra hours [before your busy season] and during full counts.
1. [Trips to suppliers or job sites, if any].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new inventory specialist gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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