TITLE:
MATERIALS MANAGER

General:
The Materials Manager is a member of the management team and offers leadership and direction for the company as a whole in addition to overseeing the inventory functions.  Responsible for purchasing all equipment and supplies and maintaining optimum inventory levels and controls.  Responsible for hiring, training and supervising materials staff.

Responsible

To:

Executive Director

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.

6. Previous inventory/purchasing experience preferred.

Experience/Knowledge/Personality:

1. 4-years of purchasing experience desired, preferably in the DME field.

2. Good oral and written communication skills.

3. Ability to supervise materials staff.

4. Good computer skills preferred.

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

6. Able to function on a interdisciplinary management team.

7. Must be detail oriented.

8. Excellent driving record.

9. Able to maintain confidentiality.

On Call:

9. Periodically available for non-office hours.

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

9. Available for office visits

Responsibilities

and Duties:

1. Responsible for supervision of staff in materials and repair departments. Supervision includes hiring, training and ongoing evaluations of staff regarding job functions and productivity.



1. Responsible for developing and maintaining policies and procedures for inventory practices to enhance productivity and efficiencies.  Responsible to review for compliance and update as needed.

1. Responsible to research manufacturer and vendor product information to obtain best pricing and service to meet company’s goals and objectives regarding growth and profitability.

1. Responsible to generate purchase orders for product, to maintain inventory levels for all locations, and fill back order and special order requests.

1. Responsible to maintain current coding, pricing of all inventory, and product mix, for efficient department operation and company growth.

1. Responsible to coordinate and conduct year end physical inventory, researching cause for any adjustments and making appropriate changes to inventory policy and procedure.

1. Responsible for implementation, review, and maintenance of cycle counting process.

1. Responsible to assist appropriate departments for resolution of account payables, repair and warranty work issues, training of staff on equipment, and assistance with bid proposals.

1. Responsible to generate, review, and submit inventory reports for efficient overall company operation.

1. Responsible to serve on the management team and participate in company’s strategic planning budgeting process, and operational issues.

1. Responsible for other duties as deemed appropriate by management.
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