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Retail - Inventory Planner
Company Name: [INSERT COMPANY NAME HERE]
Department: Merchandising
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for an Inventory Planner to decide how much product we buy and which store or channel it goes to. You'll build the open-to-buy plan by month and category, split new shipments across stores and online, and move stock between stores as sales come in. You'll tell the Buyer when to reorder, cut or mark down.
2. Essential Duties and Responsibilities
1. Build and update the open-to-buy plan by month and category: sales, receipts, markdowns and ending inventory.
1. Allocate new shipments to stores and the website based on each location's sales, size and space.
1. Set and manage replenishment for core items so they stay in stock.
1. Move slow stock between stores or to the website to sell it before it needs a markdown.
1. Recommend markdowns to the Buyer based on sell-through and weeks of supply.
1. Report weekly on inventory health: aged stock, overstocks, out-of-stocks and open orders.
1. Set safety stock for items sold online and for pickup in store, so online orders don't oversell.
3. Key Tasks / Daily Activities
1. Review yesterday's sales and stock levels by item and store.
1. Run allocations for shipments arriving at the warehouse.
1. Build transfer lists for stores with too much or too little of an item.
1. Update the open-to-buy as receipts, cancellations and sales change.
1. Answer stock questions from buyers, store managers and the warehouse.
4. Key Performance Indicators (KPIs)
1. In-stock rate on core items: [your target].
1. Weeks of supply by category: [your target].
1. Ending inventory to plan: [your target].
1. Sales forecast accuracy: [your target].
1. Aged inventory: [your target].
5. Required Qualifications and Skills
1. [2+] years of inventory planning, allocation or replenishment experience in retail.
1. Advanced spreadsheet skills: lookups, pivot tables and building plans from sales data.
1. Understands open-to-buy, sell-through, weeks of supply and size curves.
1. Experience with an inventory management or merchandise planning system.
6. Preferred Experience
1. Bachelor's degree in business, math, supply chain or a related field.
1. Has planned inventory for both stores and an online business.
1. Experience building reports in [your reporting tool].
7. Physical Requirements
1. Sit at a computer for most of the day.
1. Visit stores and the warehouse [a few times a year].
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office role[, with hybrid options].
1. Weekday hours, with longer days before seasonal allocations and the holidays.
1. Works daily with buyers, the warehouse and store managers.
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 inventory planner 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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