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Housekeeping - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Housekeeping / Operations
Reports to: [Warehouse Manager or Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Inventory Specialist plays a critical role in ensuring that our housekeeping department is efficiently stocked and organized, directly impacting our ability to deliver exceptional service in the home services industry.
2. Essential Duties and Responsibilities
1. Order housekeeping supplies while ensuring accuracy and timeliness in procurement.
1. Log and update stock levels continuously to maintain optimal inventory.
1. Manage and organize storage areas to support quick and effortless access to supplies.
1. Collaborate with vendors and internal teams to resolve supply issues and forecast needs.
1. Implement and adhere to inventory control procedures for consistent quality and efficiency.
3. Key Tasks / Daily Activities
1. Review and update inventory logs at the start and end of each day.
1. Inspect storage facilities for organization, safety, and proper stock levels.
1. Place, track, and confirm supply orders to avoid stock-outs.
1. Coordinate with the housekeeping team regarding immediate supply requirements.
1. Monitor and reconcile discrepancies in stock records promptly.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy Rate: >98%.
1. Order Processing Time: <24 hours.
1. Supply Cost Variance: <5%.
1. Stock Turnover Rate: Minimum of 4 times per year.
5. Required Qualifications and Skills
1. High school diploma or equivalent; associate degree preferred.
1. Minimum 2 years of experience in inventory management or housekeeping support.
1. Proficiency with inventory management software and tracking systems.
1. Strong organizational skills, attention to detail, and problem-solving abilities.
1. Effective communication skills and a customer service mindset.
6. Preferred Experience
1. Previous experience in the home services or hospitality industries.
1. Familiarity with vendor management and supply chain logistics.
1. Demonstrated experience in roles combining inventory management and housekeeping.
1. Certifications in inventory control or logistics are a plus.
7. Physical Requirements
1. Ability to lift up to 50 lbs.
1. Frequent standing, walking, and bending throughout the day.
1. Capability to work in confined storage areas.
1. Adaptability to a dynamic work environment with varying temperatures.
8. Work Environment and Schedule
1. Standard work hours: Monday to Friday, 8 AM to 5 PM.
1. Occasional overtime or weekend duties during peak periods.
1. Minimal local travel required for inventory audits.
1. On-call responsibilities during critical supply shortages or audits.
9. Compensation and Benefits
1. Hourly rate: $18 - $24 per hour based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with company matching contributions.
1. Additional fringe benefits including paid time off and employee discounts.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on fostering an inclusive and dynamic work environment where professional growth and innovation are highly valued. Our team is dedicated to continuous improvement and excellence in service, ensuring that every member has the tools and support necessary to succeed and make an impact 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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