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General Contractor - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining accurate inventory records and ensuring the seamless flow of supplies for our general contracting projects. Plays a critical role in managing stock levels, ordering essential supplies, and logging usage to support project efficiency and cost control. Collaborates closely with project teams to ensure materials are available when needed, contributing to overall operational success.
2. Essential Duties and Responsibilities
1. Maintain and update detailed inventory records to reflect current stock, usage, and reorder needs.
1. Monitor stock levels consistently and place timely orders for supplies and equipment.
1. Ensure accurate logging of material usage across various job sites.
1. Coordinate with vendors and suppliers for prompt fulfillment of orders and resolve any discrepancies.
1. Generate inventory reports to support budget tracking and project planning.
3. Key Tasks / Daily Activities
1. Conduct daily reviews of inventory levels and update electronic records accordingly.
1. Place orders for supplies and confirm receipt to ensure seamless project operations.
1. Perform routine physical inventory counts and reconcile with system data.
1. Collaborate with on-site teams to confirm material requirements and address shortages.
1. Document and report any inventory inconsistencies to the Operations Manager promptly.
4. Key Performance Indicators (KPIs)
1. Inventory accuracy rate: Achieve a minimum of 98% accuracy.
1. Order fulfillment time: Maintain an average of 24 hours or less from order initiation to receipt.
1. Stock-out incidents: Limit occurrences to fewer than 2 per month.
1. Supply cost variance: Keep deviations within 5% of the projected budget.
5. Required Qualifications and Skills
1. High school diploma or equivalent; associate or bachelor’s degree preferred.
1. A minimum of 2 years of experience in inventory management or a related role.
1. Proficiency with inventory management software and Microsoft Office applications.
1. Strong analytical, problem-solving, and organizational skills.
1. Effective communication skills and the ability to collaborate with diverse teams.
6. Preferred Experience
1. Prior experience in the home services or construction industry.
1. Familiarity with inventory practices specific to general contracting projects.
1. Experience working in fast-paced, project-driven environments.
1. Demonstrated ability to manage multiple tasks and meet tight deadlines.
7. Physical Requirements
1. Ability to lift between 25-50 pounds periodically.
1. Frequent standing, walking, and manual handling in both office and job site environments.
1. Operating in indoor and outdoor environments, including exposure to variable weather conditions.
1. Routine use of hand tools and basic office equipment.
8. Work Environment and Schedule
1. Standard work hours: Monday through Friday from 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak project periods.
1. Work conducted both in an office setting and at on-site project locations.
1. Limited travel required to various job sites.
9. Compensation and Benefits
1. Hourly rate: $18 - $25 per hour, based on experience and qualifications.
1. Eligibility for performance-based bonuses and overtime pay.
1. Comprehensive health, dental, and vision insurance coverage.
1. Participation in a 401k retirement plan with company match.
1. Paid time off, professional development programs, and additional fringe benefits.
10. Company Culture and Overview
1. We foster a culture of collaboration, continuous learning, and professional growth.
1. Our team values integrity, accountability, and a customer-centric approach to every project.
1. We invest in our employees by providing access to ongoing training and career development opportunities.
1. Our mission is to deliver excellence in general contracting services while supporting each team member's success.
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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