TITLE:
INVENTORY ANALYST

General:
The Inventory Analyst is responsible for maintaining Inventory Descriptions, current HCPC’s, look ups, and updating product classes, also Inventory Adjustments and assisting Materials Manager in year end physical and cycle counting.  This position is also responsible for ordering Mastectomy and Diabetic supplies

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 3 hours.

3. In an average 8 hour day the employee sits 5 hours. (These hours include up to 5 hours of data entry/phone work)

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

5. The employee lifts/carries up to 85 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. Must have good problem-solving abilities.

8. Able to maintain confidentiality.

On Call:

8. Periodically available for non-office hours.

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

8. Available for home/office visits

8. Good driving record.

Responsibilities

and Duties:

1. Maintain accurate Inventory by:

1. Problem solving Inventory Adjustment Forms.

1. Delete/Reverse Bill Report/Cancelled order.

1. Merchandise Return/Adjustment Form.

1. Research back orders from confirming.

1. Year end physical inventory/cycle counts.

1. Produces spreadsheets for adjustment forms and cycle counts.

1. Review Product Classes:

1. Delete old items

1. Uniform look ups/maintain description

1. Check allowables - put into spreadsheet.

1. Check HCPC - put into spreadsheet.

1. Orders all Mastectomy products, Diabetic Shoes and sets up new items.

1. Assign HCPC to all new items that are set up/HCPC change form requests.

1. Attend in store meetings.

1. Provide back up for Inventory Department as needed.

1. Perform other duties as deemed by management.
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