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HVAC - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse manager or operations manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the primary custodian of HVAC inventory, ensuring optimal stock levels and timely ordering to support service operations. Contribute directly to operational efficiency by tracking usage trends and recommending improvements. Enhance customer satisfaction by ensuring that technicians have the necessary supplies and parts available.
2. Essential Duties and Responsibilities
1. Manage and maintain accurate inventory records for HVAC parts and supplies.
1. Monitor stock levels and trigger purchase orders when inventory is low.
1. Coordinate with vendors to ensure timely delivery and cost-effective sourcing of supplies.
1. Track and analyze usage data to forecast future inventory needs and reduce waste.
1. Collaborate closely with the service department to align inventory with operational demands.
3. Key Tasks / Daily Activities
1. Conduct daily stock audits to verify accuracy of inventory counts.
1. Process and document all supply orders and receipt confirmations.
1. Evaluate consumption patterns and report on potential discrepancies.
1. Communicate with team members regarding urgent supply needs and potential shortages.
1. Update digital inventory management systems to reflect real-time data.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Maintain a minimum 98% accuracy rate.
1. Order Fulfillment: Ensure 100% orders are processed within 24 hours of request.
1. Stock-Out Rate: Achieve a stock-out rate of less than 2% monthly.
1. Cost Management: Reduce excess inventory by 10% year over year.
5. Required Qualifications and Skills
1. Associate degree or equivalent experience in inventory management or a related field.
1. 2+ years of experience in inventory or supply chain management, preferably in HVAC or home services.
1. Strong analytical and problem-solving skills.
1. Proficiency in inventory management software and Microsoft Office applications.
1. Excellent communication and organizational skills.
6. Preferred Experience
1. Prior experience in the HVAC industry or a related home services field.
1. Familiarity with vendor management and supply chain processes in a service environment.
1. Experience with digital inventory tracking systems and forecasting tools.
7. Physical Requirements
1. Ability to lift and carry supplies up to 25 lbs.
1. Regularly required to work in a warehouse or storage facility environment.
1. Frequent movement around the storage area, including standing and walking for extended periods.
1. Exposure to fluctuating temperatures based on seasonal HVAC product storage requirements.
8. Work Environment and Schedule
1. Work primarily in a warehouse or stockroom setting with potential exposure to outdoor elements.
1. Typical work schedule is Monday through Friday, 8-hour shifts.
1. Occasional on-call duties during peak periods or emergency supply needs.
1. Minimal travel required between storage facilities and service sites.
9. Compensation and Benefits
1. Salary range: $35,000 - $45,000 USD per annum based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) retirement plan with company match.
1. Additional fringe benefits such as paid time off and continuing education opportunities.
10. Company Culture and Overview
1. We are a growth-oriented company that values teamwork, innovation, and excellence in every role.
1. Our inclusive culture encourages continuous learning and career advancement.
1. We foster an environment where your ideas and contributions drive our success.
1. Join us at [INSERT COMPANY NAME HERE] to be part of a dynamic team dedicated to customer satisfaction and long-term 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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