TITLE:
INVENTORY CLERK

General:
The Inventory Clerk is responsible for safeguarding the company’s inventory assets by developing and implementing policies and procedures relating to the procurement and record keeping of the rental equipment fleet.  Responsible for monitoring inventory levels at all locations and purchasing replacement of rental equipment.

Responsible

To:

Materials Manager

Qualifications

Physical:

1. In an average 8 hour day the employee lifts/carries up to 65 pounds frequently.

2. In an average 8 hour day the employee stands/walks 4 hours.

3. In an average 8 hour day the employee sits 4 hours. 

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 100 lbs. maximum.

6. Must be clean & neat in personal appearance.

Education:


6. High school diploma or G.E.D. equivalent preferred.

Experience/Knowledge/Personality:

1. Prior inventory experience preferred.

2. Good oral and written communication skills.

3. People sensitive characteristics with a desire to help others.

4. Good computer skills preferred.

5. Able to function as a polite and cooperative team member with a positive attitude.

6. Must be detail oriented.

7. Excellent driving record.

8. Able to maintain confidentiality.

On Call:

8. Periodically available for non-office hours.

8. Willing to be trained in pertinent areas of equipment/supplies.

8. Available for home/office visits

Responsibilities

and Duties:

1. Maintain rental equipment records on system as equipment is added and deleted.

1. As equipment is bought, input in system with all necessary information including depreciation schedules, purchase history, etc.

1. As equipment is sold, converted to purchase, or becomes obsolete, input this information into system.

1. Keep track of who equipment is being rented to.

1. Investigate problems such as duplicate rentals, no control numbers, billing problems, etc. and resolve with appropriate staff.

1. Prepare records for management, such as inventory summaries for buying, stocking, and reorder purposes.

1. Assist with daily receiving and shipping as needed.

1. Maintain inventory records on system as items are added and deleted.

1. Receive inventory in.

1. Record transfers between stores.

1. Track inventory in system for accuracy.  Perform physical test counts.  Reconcile inventory reports

1. Assist in year end physical inventory counts.

1. Update sale prices of inventory as needed.

1. Maintain Home Medical vehicle records.

1. Cleanliness, maintenance, service, etc.

1. Pick order for customers.

1. Assist in assuring that warehouse area is safe, organized, efficient environment.

1. On call as per company policy.

1. Attend in-store meetings.

1. Other duties as deemed appropriate by management.
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