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Windows & Doors - Inventory Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Warehouse Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Accountable for accurate inventory management within the Windows & Doors sector, ensuring optimal stock levels, timely reordering, and precise logging of material usage to support operational efficiency. Plays a key role in minimizing inventory discrepancies and supporting project teams with reliable material availability.
2. Essential Duties and Responsibilities
1. Monitor and document daily inventory usage for window and door materials.
1. Reorder materials as needed to maintain optimum stock levels.
1. Perform regular inventory audits and reconcile physical counts with system records.
1. Collaborate with procurement, warehouse, and project management teams to ensure seamless material flow.
3. Key Tasks / Daily Activities
1. Conduct daily inventory checks and document usage trends.
1. Update inventory management systems with material logs and reorder triggers.
1. Inspect received shipments for accuracy and quality compliance.
1. Communicate with suppliers regarding material availability and delivery schedules.
4. Key Performance Indicators (KPIs)
1. Stock Accuracy Rate: Maintain a minimum of 98% inventory accuracy.
1. Reorder Efficiency: Achieve on-time material reordering in at least 95% of cases.
1. Inventory Shrinkage Rate: Keep shrinkage below 2% per quarter.
1. On-Time Supply Delivery: Ensure 95% of orders are delivered within the designated time frame.
5. Required Qualifications and Skills
1. High school diploma or equivalent; additional certifications in inventory management are a plus.
1. Minimum of 2 years of experience in inventory control or a related field.
1. Proficient with computerized inventory systems and standard office software.
1. Demonstrated strong organizational, analytical, and communication skills.
6. Preferred Experience
1. Previous experience within the windows and doors or home services industry.
1. Background in supply chain management or logistics related to building materials.
1. Familiarity with enterprise resource planning (ERP) systems for inventory control.
1. Experience working in a fast-paced, high-volume inventory environment.
7. Physical Requirements
1. Ability to lift up to 50 pounds consistently.
1. Frequent standing, walking, bending, and manual handling in a warehouse setting.
1. Comfortable working in environments with variable temperatures.
1. Adept at working in confined spaces and around moving equipment.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday from 8:00 AM to 5:00 PM.
1. Occasional extended hours during peak periods may be required.
1. Onsite presence in a warehouse and stockroom environment is essential.
1. Minimal travel required, with occasional visits to supplier locations as needed.
9. Compensation and Benefits
1. Hourly wage range between $18 - $25 per hour, commensurate with experience.
1. Eligibility for performance-based bonus opportunities.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401(k) retirement plan with company match.
1. Paid time off, holidays, and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we embrace a culture of innovation, teamwork, and continuous improvement.
1. We are dedicated to fostering personal and professional growth, ensuring every team member is empowered to succeed.
1. Our customer-centric approach and commitment to excellence drive our vision in the home services industry.
1. Join us to be part of a dynamic, supportive environment where your contributions are valued and your career is nurtured.
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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