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Refrigeration Install & Service - Warehouse Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run the branch warehouse and yard that supply both service trucks and install jobs: parts and refrigerant for technicians, and walk-in panels, display cases and condensing units for installs. You'll keep counts accurate, refrigerant cylinders tracked, and the right material on the right truck.
2. Essential Duties and Responsibilities
1. Manage receiving, storage and staging for service parts, refrigerant, copper, insulation and install equipment.
1. Stage install equipment and materials by job, checking deliveries against the Project Manager & Estimator's orders.
1. Run refrigerant cylinder tracking: what comes in, what goes out on which truck, and recovered refrigerant returned for reclaim.
1. Set truck stock lists with the Service Manager and run regular truck audits.
1. Manage supply house accounts, returns and warranty parts, such as failed compressors sent back for credit.
1. Lead the Inventory Specialist and keep the warehouse safe: forklift training, cylinder storage and clear aisles.
3. Key Tasks / Daily Activities
1. Check in deliveries and note freight damage before signing, especially on cases and condensing units.
1. Pull and stage parts for tomorrow's scheduled repairs and installs.
1. Load or check out material for install crews before early starts.
1. Review low stock and place orders with supply houses.
1. Review cylinder logs and truck restock requests.
4. Key Performance Indicators (KPIs)
1. Inventory accuracy: [your target].
1. Jobs delayed by missing material: [your target].
1. Refrigerant cylinders accounted for: [your target].
1. Warranty credits received: [your target].
1. Truck stock audit scores: [your target].
5. Required Qualifications and Skills
1. [3+] years of warehouse or inventory management, ideally at a contractor or HVACR supply house.
1. Experience with inventory software and cycle counts.
1. Forklift operator training, or able to complete it before operating one.
1. Knows, or can learn, HVACR parts, fittings and refrigerant types.
1. Valid driver's license for supply runs.
6. Preferred Experience
1. Experience receiving freight for large equipment, such as display cases or rack systems.
1. Experience setting up truck stock programs.
1. Experience managing warranty returns with manufacturers.
7. Physical Requirements
1. Lift and move parts, boxes and refrigerant cylinders up to [50] pounds.
1. Operate forklifts, pallet jacks and hand trucks.
1. Stand and walk for most of the shift.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Warehouse-based at [branch], with an outdoor yard.
1. Early starts to load install crews: [start time].
1. Occasional after-hours runs for emergency parts.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new warehouse manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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