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HVAC - Commercial - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager or Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing and tracking commercial HVAC inventory to ensure efficient supply chain operations and uninterrupted service delivery. Plays a vital role in maintaining optimal inventory levels, processing orders, and fulfilling supply requirements. Contributes to overall operational efficiency and cost management by accurately monitoring usage and orchestrating timely reorders.
2. Essential Duties and Responsibilities
1. Oversee and maintain accurate inventory records for commercial HVAC supplies.
1. Order, receive, and store supplies while ensuring compliance with company standards.
1. Track product usage and forecast future inventory requirements based on consumption trends.
1. Maintain a reordering schedule to prevent stockouts and minimize excess inventory.
1. Collaborate with maintenance and procurement teams to resolve supply-related discrepancies.
1. Generate periodic inventory reports for management review and decision-making.
3. Key Tasks / Daily Activities
1. Review daily consumption data and update inventory systems accordingly.
1. Process supply orders and coordinate deliveries with vendors and internal teams.
1. Conduct regular physical inventory counts to validate system accuracy.
1. Monitor and adjust reordering schedules based on real-time usage metrics.
1. Communicate with field technicians and service teams to address urgent supply needs.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Maintain a system accuracy rate of 98% or higher.
1. Reorder Compliance: Ensure 100% adherence to the established reordering schedule.
1. Stockout Rate: Achieve a stockout rate of less than 2% per quarter.
1. Inventory Turnover: Attain a target inventory turnover rate of at least 8 times per year.
5. Required Qualifications and Skills
1. High school diploma or equivalent; associate degree preferred.
1. Minimum of 2 years’ experience in inventory management or supply chain within a service or manufacturing environment.
1. Proficiency in inventory management software and Microsoft Office applications.
1. Strong attention to detail, analytical skills, and organizational abilities.
6. Preferred Experience
1. Experience in the commercial HVAC industry or similar home services sectors.
1. Familiarity with vendor management and procurement processes.
1. Previous role involving hands-on inventory control and supply chain logistics.
1. Prior work in fast-paced operations environments that demand proactive problem-solving.
7. Physical Requirements
1. Ability to lift up to 50 lbs. during handling of supplies and equipment.
1. Frequent standing, walking, bending, and reaching in warehouse or storage settings.
1. Exposure to varying temperatures, especially in storage or active work zones.
1. Comfort working in moderately noisy environments with occasional physical task requirements.
8. Work Environment and Schedule
1. Typical work hours from 8:00 AM to 5:00 PM, Monday to Friday.
1. Occasional overtime may be required during peak operational periods.
1. Minimal travel between storage facilities and commercial sites.
1. On-call duties may be expected during critical supply shortage scenarios.
9. Compensation and Benefits
1. Hourly rate: $18 - $24 per hour, depending on experience.
1. Eligibility for performance-based bonuses or commission structures.
1. Comprehensive benefits including Health, Dental, and Vision insurance.
1. 401(k) plan with company matching and additional fringe benefits.
10. Company Culture and Overview
1. We are a growth-oriented company committed to operational excellence and customer satisfaction.
1. Our team values innovation, collaboration, and continuous improvement, fostering an environment where every employee’s contribution matters.
1. We invest in our people by offering professional development opportunities and a supportive work culture.
1. Join us to be part of a dynamic team that drives success while making a meaningful impact in the commercial HVAC 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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