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Franke Commercial Systems
Job Description

Job Title: 
Inventory Control Coordinator 
Department: 
Operations Management 

Reports To: 
Manager, Business Systems Development
FLSA Status: 
Exempt

Prepared By: 
HR Department
Revised Date: 
February 2005
SUMMARY

Coordinates and supports various work processes and projects within the Business Operations, Logistics, and Warehouse Operations areas with focus on Inventory Control.  

ESSENTIAL DUTIES AND RESPONSIBILITIES
· Develops, implements, and maintains new and/or established inventory control processes, procedures and work methods in accordance with industry systems and standards, and department and company objectives, policies and requirements.

· Maintains communication with staff and other internal and external contacts to continuously improve inventory accuracy.

· Researches and resolves escalated problems as they arise in a timely manner. 
· Liaises regularly with quality control and operations as well as other staff in order to exchange information and maintain awareness of current activities and issues.

· Assist in preparing and conducting physical inventories.

· Conducts daily inventory analysis to solve inventory problems.

· Develops and implements inventory control procedures.

· Achieve and maintain a consistently accurate inventory system.

· Coordinates and manages regular cycle counts.

· Trains and manages an inventory team.

· Acts as back-up to quality control and audit functions.

· Takes corrective action as required in maintaining the above.

· Other duties as assigned.

EDUCATION and/or EXPERIENCE 

Bachelor’s degree required with supervisory/managerial experience in an inventory control environment.   Candidate must have high level of interpersonal skills.  Position requires demonstrated poise, tact and diplomacy.  

KNOWLEDGE, SKILLS AND ABILITES
Extensive knowledge of Microsoft Office 95-2000, Word, Excel, Power Point, PBS and Lotus Notes applications.  Must possess analytical and technical skills.
QUALIFICATIONS  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Excellent verbal and written communication skills

· Detailed orientated

· Organizational and multi-tasking skills

· Problem-solving

"This job description also complies with the Corporate Regulations (Policies, Coordination Standards and Competence Regulations of the Group, Division and the Location)."
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