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Window Cleaning - Commercial - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the key contact for managing and maintaining inventory levels of cleaning supplies used in commercial window cleaning operations. Ensure timely ordering and accurate logging of cleaning agents and related materials to support smooth operational workflows. Contribute to cost control and efficiency improvements while supporting the overall mission of delivering high-quality service.
2. Essential Duties and Responsibilities
1. Order cleaning agents and related supplies based on inventory levels and operational forecasts.
1. Log and track usage of cleaning agents, ensuring data accuracy and inventory accountability.
1. Monitor stock levels and forecast future supply needs to prevent shortages or overstock situations.
1. Collaborate with vendors and internal teams to negotiate pricing, manage delivery schedules, and resolve supply issues.
1. Maintain detailed records of inventory transactions, ensuring compliance with company policies and industry standards.
3. Key Tasks / Daily Activities
1. Review current inventory levels and update ordering schedules as needed.
1. Communicate with vendors to confirm order details and expected delivery dates.
1. Input and update inventory transaction details in the inventory management system.
1. Inspect received supplies to ensure quality and accurate order fulfillment.
4. Key Performance Indicators (KPIs)
1. Inventory accuracy rate at or above 98%.
1. Order fulfillment efficiency with 95% of orders processed within 24 hours.
1. Stock out rate maintained below 2%.
1. Reduction in excess inventory costs by 5% year-over-year.
5. Required Qualifications and Skills
1. High school diploma or equivalent; associate or bachelor’s degree preferred.
1. Minimum of 1-2 years in inventory management or a related role.
1. Proficient in using inventory management software and Microsoft Office applications.
1. Excellent organizational skills, attention to detail, and strong analytical abilities.
6. Preferred Experience
1. Experience within the commercial window cleaning or home services industry.
1. Previous involvement with ordering and managing cleaning agents and maintenance supplies.
1. Familiarity with vendor negotiations and supply chain management.
1. Demonstrated ability to work collaboratively in a fast-paced, service-oriented environment.
7. Physical Requirements
1. Ability to lift and move items weighing up to 25 lbs.
1. Frequent standing, walking, and manual handling in a warehouse or storage setting.
1. Comfortable working in environments with varying temperatures typical of storage facilities.
1. Capacity to perform physical inventory checks and occasional setup of supply stations.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8-hour shifts.
1. Work environment includes both office and warehouse settings.
1. Occasional extended hours during peak operations or inventory audits.
1. Minimal travel requirements, primarily local vendor visits if needed.
9. Compensation and Benefits
1. Annual salary range of $42,000 - $48,000.
1. Eligibility for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with employer match and paid time off.
10. Company Culture and Overview
1. Our company fosters a dynamic and supportive environment where innovation and continuous improvement are celebrated.
1. We are committed to providing opportunities for professional growth and a culture that values teamwork, transparency, and customer satisfaction.
1. Join us to make a real impact in the home services industry while growing your career and skills.
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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