Job Description 

Title:
Clerk, Inventory Control

Department:
Operations Administration - Inventory Control

 
Reports To:
Supervisor, Inventory Control 

Hours:  40 hours per week 

Responsibilities: 
1) Inventory Control 
a. Count items listed on negative/short, fast count and catch weight reports daily as requested.

b. Perform daily cycle counts as directed.

c. Perform recounts as needed.

d. Perform count verifications as needed.

e. Perform daily and weekly counts on high dollar items as needed.

f. Submit transfer requests to day warehouse management.

g. Back up for damage control clerk as needed.

h. Back up for driver check-in clerk as needed.

i. Monitor and ensure the product placement accuracy of receivers and aisle captains.

j. Provide inventory control supervisor with counts performed in an accurate, timely, and efficient manner.
k. Other various duties or special projects requested by the inventory control 
 
    supervisor. 
2) Warehouse Management System 
a. Perform the Daily PIR/VNA pick exception report and accurately count product as required.

b. Use the system to accurately record product count and slot locations.
Required Skills:
· Ability to safely operate fork truck and pallet jack 

· Ability to operate WMS equipment
· Good math and reading skills 
· Attention to accuracy and detail

· Ability to verify product rotation and reserve slot placement

· Ability to lift 100 pounds with proper lifting techniques

· Warehouse experience and layout familiarity

· Ability to work calmly under pressure

· Punctuality and reliability

· Ability to work in cooler temperature zones
Clerk, Inventory Control


