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Window Cleaning - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for maintaining accurate inventory records, managing supply orders, and ensuring timely availability of window cleaning materials to support service delivery. Plays a key role in streamlining inventory operations and enhancing overall efficiency within the company.
2. Essential Duties and Responsibilities
1. Log and update inventory records daily to ensure stock accuracy.
1. Order cleaning materials and equipment as needed to prevent service interruptions.
1. Conduct regular audits of inventory to ensure efficient use of resources.
1. Coordinate with vendors and suppliers to resolve discrepancies and expedite orders.
3. Key Tasks / Daily Activities
1. Review current stock levels and anticipate upcoming material requirements.
1. Process and document incoming shipments and outgoing order supplies.
1. Communicate with the window cleaning team regarding material needs and shortages.
1. Generate daily reports outlining inventory status and order histories.
4. Key Performance Indicators (KPIs)
1. Inventory accuracy rate: Maintain a target of ≥98% accuracy.
1. Order fulfillment time: Ensure orders are processed and dispatched within 24 hours.
1. Stock discrepancy rate: Keep variance below 2% per audit cycle.
1. Inventory turnover rate: Achieve a target threshold that supports efficient material usage.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate or Bachelor’s degree preferred.
1. Proven experience with inventory management systems and basic computer applications.
1. Strong attention to detail and excellent organizational skills.
1. Effective communication skills and ability to work collaboratively across teams.
6. Preferred Experience
1. Prior experience in home services or window cleaning industries.
1. Familiarity with vendor management and procurement processes.
1. Experience using inventory management software and related technology.
7. Physical Requirements
1. Ability to lift and carry up to 25 lbs as needed during physical inventory tasks.
1. Standing, walking, and bending for extended periods in warehouse or storage areas.
1. Ability to work in varying temperature environments within storage facilities.
8. Work Environment and Schedule
1. Standard work hours typically Monday through Friday from 8:00 AM to 5:00 PM.
1. Limited travel may be required between storage locations and main office.
1. On-call duties may be necessary during peak service periods to ensure inventory readiness.
9. Compensation and Benefits
1. Competitive hourly rate ranging from $18 to $22 per hour based on experience.
1. Performance-based bonus structure tied to inventory accuracy and order efficiency.
1. Health, Dental, and Vision insurance options provided.
1. 401(k) retirement plan with company matching and additional fringe benefits.
10. Company Culture and Overview
1. We are a dynamic, growth-oriented company that values integrity, teamwork, and innovation.
1. Our culture promotes continuous learning and advancement, recognizing the contributions of every team member.
1. We strive to foster an inclusive environment where every employee is empowered to achieve their full potential.
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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