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HVAC - Commercial - Warehouse Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing the efficient management of warehouse operations in a commercial HVAC setting. Ensures equipment, parts, and shipments are well-organized and inventory is maintained with exceptional accuracy. Acts as the central point of communication between the warehouse, procurement, and operations teams. Contributes to overall operational excellence through meticulous record-keeping and process improvements.
2. Essential Duties and Responsibilities
1. Manage the daily operations of the warehouse, ensuring efficient receipt, storage, and dispatch of HVAC equipment and parts.
1. Organize and maintain inventory records with a focus on achieving and sustaining high accuracy.
1. Coordinate shipment schedules and ensure timely processing of orders.
1. Oversee safety compliance and proper documentation for all warehouse activities.
1. Collaborate with cross-functional teams to support procurement and operations initiatives.
3. Key Tasks / Daily Activities
1. Conduct daily inventory audits to ensure a minimum accuracy rate of 99%.
1. Supervise the loading and unloading of shipments and verify order contents against purchase orders.
1. Communicate with suppliers and internal teams to confirm order details and delivery schedules.
1. Maintain an organized warehouse layout, regularly updating inventory management systems.
1. Enforce safety protocols and assist team members with warehouse equipment when needed.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy Rate: Achieve at least 99% accuracy.
1. Shipment Turnaround Time: Complete processing within 24 hours.
1. Order Fulfillment Accuracy: Maintain a 98% or higher accuracy rate.
1. Equipment Downtime: Limit downtime due to inventory discrepancies to less than 2%.
5. Required Qualifications and Skills
1. Bachelor’s degree in Supply Chain, Logistics, or a related field.
1. Minimum of 3 years of experience in warehouse management or logistics.
1. Proficiency in inventory management software and Microsoft Office applications.
1. Strong organizational, leadership, and communication skills.
1. Ability to multitask effectively in a dynamic, fast-paced work environment.
6. Preferred Experience
1. Previous experience in the commercial HVAC industry.
1. Familiarity with ERP systems and advanced inventory tracking methods.
1. Background in process improvement initiatives within a warehouse or distribution setting.
1. Proven track record managing teams in high-volume warehouse operations.
7. Physical Requirements
1. Ability to lift and transport items up to 50 lbs consistently.
1. Extended periods of standing, walking, and manual handling required.
1. Comfortable working in environments with varying temperatures and occasional confined spaces.
1. Adept at operating standard warehouse equipment safely.
8. Work Environment and Schedule
1. Typical work hours are from 8 AM to 5 PM, with occasional overtime as needed.
1. Fast-paced warehouse setting with variable temperature conditions.
1. Minimal travel for vendor meetings or training sessions may be required.
1. Occasional weekend support may be necessary to meet shipment deadlines.
9. Compensation and Benefits
1. Competitive salary range of $55,000 - $75,000 per year, based on experience.
1. Eligibility for performance-based bonus programs.
1. Comprehensive health insurance including medical, dental, and vision coverage.
1. 401k plan with company match along with vacation and paid time off benefits.
1. Additional perks include professional development opportunities and employee discounts.
10. Company Culture and Overview
1. We are a forward-thinking company committed to fostering innovation and excellence in the commercial HVAC industry.
1. Our team-centric culture emphasizes collaboration, continuous improvement, and personal growth.
1. We pride ourselves on delivering exceptional customer service by empowering our staff to make impactful decisions.
1. Join us to be part of a dynamic environment that values your contributions and supports your professional journey.
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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