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Janitorial - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Janitorial Services
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for efficiently managing the inventory of janitorial supplies to ensure uninterrupted service delivery and operational excellence. Plays a key role in maintaining accurate stock levels and timely reordering, contributing directly to cost control and enhanced customer satisfaction. Collaborates with the janitorial team to support day-to-day operations and overall facility management objectives.
2. Essential Duties and Responsibilities
1. Manage and monitor inventory levels to ensure timely reordering of janitorial supplies.
1. Log usage and track stock movements to maintain accurate inventory records.
1. Coordinate with vendors to facilitate efficient supply procurement and delivery.
1. Implement inventory control procedures to minimize waste and reduce shrinkage.
3. Key Tasks / Daily Activities
1. Conduct daily inventory checks and update supply logs accordingly.
1. Review usage patterns to determine optimal reorder points and quantities.
1. Place supply orders and coordinate deliveries with vendors and internal teams.
1. Maintain organized storage areas to ensure easy access and accurate tracking.
1. Communicate regularly with team members regarding supply needs and issues.
4. Key Performance Indicators (KPIs)
1. Inventory Shrinkage: <2% monthly.
1. Reorder Accuracy Rate: ≥98%.
1. Supply Order Fulfillment Time: Average of 24 hours.
1. Stock Out Incidents: 0 per month.
1. Inventory Audit Accuracy: ≥99%.
5. Required Qualifications and Skills
1. High school diploma or equivalent required; Associate’s degree preferred.
1. Minimum of 2 years’ experience in inventory management or a related field.
1. Strong organizational skills with keen attention to detail.
1. Proficiency in inventory management software and Microsoft Excel.
1. Excellent communication skills and ability to work collaboratively in a team environment.
6. Preferred Experience
1. Experience within the janitorial or facilities management industry.
1. Familiarity with supply chain management best practices and vendor negotiations.
1. Proven track record using automated inventory tracking systems.
1. Experience in supporting operational logistics in a home services setting.
7. Physical Requirements
1. Ability to lift up to 25 lbs.
1. Frequent standing, bending, and walking as part of daily tasks.
1. Exposure to varied environmental conditions in storage areas.
1. Comfortable working in confined spaces when required.
8. Work Environment and Schedule
1. Typical work hours: 8:00 AM – 5:00 PM, Monday to Friday.
1. Occasional evening or weekend shifts may be required.
1. Limited travel between supply warehouses and service locations.
1. On-call duties during peak operational periods as needed.
9. Compensation and Benefits
1. Hourly rate range: $15.00 - $20.00 per hour based on experience.
1. Eligibility for overtime pay.
1. Comprehensive health, dental, and vision insurance plans.
1. 401(k) retirement plan with employer match.
1. Paid time off and holiday pay.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of inclusivity, innovation, and continuous growth. We are dedicated to delivering exceptional home services, and our success is built on a foundation of teamwork, accountability, and a shared commitment to excellence. Our supportive work environment is designed to help each team member grow professionally and personally, ensuring that everyone has the opportunity to make a positive impact on our customers and community.
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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