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Property Preservation Services - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing, tracking, and maintaining accurate records of inventory essential for property preservation services. Ensures that necessary supplies are ordered timely to support operational continuity and cost efficiency. Plays a key role in keeping the inventory system updated to support seamless property maintenance operations.
2. Essential Duties and Responsibilities
1. Order supplies and materials needed for property preservation services.
1. Track usage and maintain detailed, updated inventory logs.
1. Coordinate with vendors and suppliers to secure quality products at competitive rates.
1. Work closely with the operations team to forecast inventory needs and manage reorder levels.
3. Key Tasks / Daily Activities
1. Process and monitor incoming and outgoing inventory shipments.
1. Conduct daily audits of inventory logs to ensure accuracy.
1. Communicate with property preservation teams regarding supply availability and usage trends.
1. Assist in organizing on-site storage and ensuring safe, compliant handling of supplies.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Achieve a minimum of 98% accurate inventory logs.
1. Supply Order Fulfillment Rate: Reach a fulfillment rate of 95% or above.
1. Inventory Turnover: Maintain a turnover rate that supports operational efficiency (target: 6-8 turns per year).
1. Order Processing Time: Ensure orders are processed within 24 hours of request.
5. Required Qualifications and Skills
1. High school diploma or equivalent; associate degree preferred.
1. 2+ years of experience in inventory management or a related field.
1. Proficient in using inventory software and basic MS Office programs.
1. Excellent organizational and multitasking skills.
1. Strong communication skills with attention to detail.
6. Preferred Experience
1. Previous experience in property preservation or home services industry.
1. Familiarity with supply chain management practices and inventory analytics.
1. Experience working in fast-paced, deadline-oriented environments.
1. Background in operations or facilities management is a plus.
7. Physical Requirements
1. Ability to lift and move supplies up to 50 pounds.
1. Capable of working in various environments including outdoor storage areas and warehouse settings.
1. Occasional standing, bending, and walking required during inventory counts.
1. Compliance with safety guidelines in confined and open space work areas.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime required during peak periods or inventory reconciliations.
1. Minimal travel between warehouse and property sites may be required.
1. On-call duties may be necessary during inventory audits.
9. Compensation and Benefits
1. Salary Range: $40,000 - $50,000 USD annually, depending on experience.
1. Eligibility for performance-based bonuses.
1. Health, Dental, and Vision insurance provided.
1. 401k retirement plan with company matching contributions.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. Our company fosters a collaborative, growth-driven environment where innovation and accountability are valued.
1. We invest in our employees' success by providing continuous learning and advancement opportunities.
1. We believe in creating a supportive, inclusive culture where every voice is heard and appreciated.
1. Our mission is to deliver exceptional property preservation services while nurturing professional development.
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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