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General Contractor - Commercial - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse / Logistics Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the pivotal link in ensuring that materials and supplies are accurately tracked, efficiently reordered, and meticulously recorded to support construction projects. Enhance operational efficiency by maintaining a real-time view of inventory levels and enabling timely decision-making for material procurement. Contribute to the overall project success by optimizing inventory flow, reducing waste, and ensuring that critical supplies are always available.
2. Essential Duties and Responsibilities
1. Manage inventory records and update stock levels to ensure accuracy and timely reporting.
1. Reorder materials based on forecasted project needs and consumption rates.
1. Coordinate with vendors to secure best pricing and timely delivery of essential supplies.
1. Collaborate with project teams and the procurement department to anticipate and address potential inventory shortages.
3. Key Tasks / Daily Activities
1. Review and reconcile daily inventory counts and update software systems accordingly.
1. Process purchase orders for materials as needed and ensure proper documentation of orders.
1. Conduct routine inspections of inventory storage areas to guarantee safe and organized stock management.
1. Communicate with project managers and vendors to confirm delivery schedules and resolve any discrepancies.
4. Key Performance Indicators (KPIs)
1. Order Accuracy Rate: Achieve and maintain a minimum of 98% accuracy in inventory records.
1. Inventory Turnover Ratio: Attain a minimum turnover ratio that aligns with project demands, targeting 6 turnovers per year.
1. Stockout Rate: Maintain a stockout occurrence rate of less than 5% per quarter.
1. Cost Savings: Realize at least a 10% reduction in excess inventory costs through efficient stock management.
5. Required Qualifications and Skills
1. High school diploma or equivalent; relevant certifications preferred.
1. Minimum of 2 years’ experience in inventory management or a similar role.
1. Proficient in inventory software systems and Microsoft Office Suite.
1. Strong organizational, analytical, and detail-oriented skills.
6. Preferred Experience
1. Experience within the commercial general contracting or construction industry.
1. Previous role managing inventory for large-scale home services or construction projects.
1. Familiarity with vendor management and procurement processes.
1. Proven track record of reducing waste and improving inventory accuracy.
7. Physical Requirements
1. Ability to lift up to 50 lbs regularly in a warehouse or construction material storage setting.
1. Standing and walking for extended periods during daily operations.
1. Comfort working in environments that may include varying temperatures and construction sites.
1. Ability to perform repetitive tasks with consistent accuracy over long periods.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 am to 5:00 pm.
1. Occasional overtime may be required during peak project demand periods.
1. Routine travel between warehouse and construction sites is expected.
1. On-call duties might be assigned during critical project periods to address urgent inventory needs.
9. Compensation and Benefits
1. Hourly rate: $20 - $28 per hour, commensurate with experience and skills.
1. Eligible for performance-based bonuses tied to inventory accuracy and cost savings.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. Retirement benefits including 401(k) with company matching contributions.
10. Company Culture and Overview
1. We are a growth-oriented company that values innovation, teamwork, and continuous improvement.
1. Our dynamic work environment encourages professional development and advancement opportunities.
1. We strive to maintain an inclusive and supportive culture that rewards hard work and dedication.
1. Join a team that is committed to high-quality service, reliability, and excellence in project execution.
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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