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Security & Low Voltage - 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 point of contact for managing inventory levels and parts orders for all security and low voltage installations. Ensure timely and accurate order placement, tracking, and reporting to support operational efficiency. Contribute to overall service delivery by maintaining a meticulous record of stock usage and inventory accuracy.
2. Essential Duties and Responsibilities
1. Order parts and supplies to maintain optimal stock levels for security and low voltage operations.
1. Log stock usage accurately and update inventory records in real time.
1. Coordinate with vendors and internal departments to manage delivery schedules and resolve supply issues.
1. Maintain inventory accuracy by performing regular audits and reconciliations.
3. Key Tasks / Daily Activities
1. Review and process incoming shipment orders in a timely manner.
1. Update inventory management systems with new orders, usage, and adjustments.
1. Communicate with service technicians to forecast part usage and ensure availability.
1. Monitor daily inventory levels and coordinate restocking efforts to prevent shortages.
4. Key Performance Indicators (KPIs)
1. Order fulfillment accuracy at 98% or above.
1. Inventory variance of less than 2% per quarter.
1. Reduction in order processing time to within 24 hours per order.
1. On-time delivery rate of 95% or higher from vendors.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s degree in Supply Chain Management or a related field preferred.
1. Minimum of 2 years of experience in inventory management within a home services or related industry.
1. Proficient in using inventory management software and Microsoft Office suite.
1. Strong organizational skills and attention to detail.
6. Preferred Experience
1. Experience working in the home services industry with a focus on security and low voltage systems.
1. Background in technical parts ordering and inventory control.
1. Familiarity with vendor management and procurement practices.
1. Demonstrated ability to work in a fast-paced, dynamic environment.
7. Physical Requirements
1. Ability to lift up to 25 pounds on a regular basis.
1. Frequent standing, walking, and bending when managing physical inventory.
1. Comfortable working in a warehouse or stockroom environment.
1. Occasional exposure to varying ambient temperatures.
8. Work Environment and Schedule
1. Standard work hours typically Monday to Friday with occasional extended hours during peak periods.
1. Minimal travel required to vendor locations or nearby job sites.
1. Fast-paced work environment with routine interaction with internal teams.
1. On-call availability during critical inventory supply issues may be required.
9. Compensation and Benefits
1. Competitive hourly rate between $18 - $22 per hour based on experience.
1. Performance-based bonus opportunities available.
1. Comprehensive Health, Dental, and Vision benefits.
1. 401(k) matching and other fringe benefits provided.
10. Company Culture and Overview
1. We foster a collaborative and innovative work environment that values each team member’s contribution.
1. Our culture emphasizes continuous learning, growth, and career development.
1. We are committed to operational excellence and empowering our employees to deliver superior customer service.
1. Join our team to work in a supportive environment where your skills are recognized and rewarded.
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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