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POSITION:  INVENTORY CONTROL SPECIALIST 

 

BASIC FUNCTIONS:   

PRIMARY:  To analyze inventory data to identify efficiencies and potential problems with the 
inventory assets of Grand + Benedicts and report the findings to management for their 
action; and develop and maintain a technology based system for controlling inventory 
and inventory levels. 

 
SECONDARY: To support the efforts of the Purchasing Manager and COO. 
 

REPORTING:  The Inventory Control Specialist reports directly to the Purchasing Manager 

 

AUTHORITIES:  The Inventory Control Specialist is authorized to: 

1. To exercise the responsibilities and perform the duties of this position, within the guidelines 
provided by the company’s Employee Manual and Operations Manual(s). 

2. Review, analyze, and create documentation that affects inventory levels and inventory 
handling. 

3. Resolve inventory discrepancies with appropriate company personnel. 
4. Establish and change inventory levels for all locations, with input from individual Branch 

Managers. 
5. Establish and change Reorder Points for all products. 

 

PRINCIPAL DUTIES: The Inventory Control Specialist performs the following: 

1. Maintains the inventory system to accurately reflect the daily on-hand balance. 
2. Maintains adequate quantities of merchandise in branch locations through weekly transfers. 
3. Responds to various departments (Purchasing, Sales, Project Managers, Management etc.) 

promptly on a variety of subjects (verify system count accuracy, transaction history on an item, 
etc.). 

4. Reports slow movers and overstocked items to the Purchasing Manager and recommends 
liquidation of discontinued, obsolete and excess inventory. 

5. Determines causes of inventory variances and recommends corrective actions to Purchasing 
Manager. 

6. Develops and maintains cycle count schedule for all items at all locations. 
7. Supplies all inventory related data and meets requirements for annual financial audit as 

directed by the Purchasing Manager and Finance Administrator. 
8. Works with Warehouse Managers to conduct cycle counts of selected inventory items as 

scheduled. 
9. Maintains ongoing communications with all branch locations. 
10. Prepares quarterly and year end reports for the Purchasing Manager. 
11. Works with Purchasing to research and resolve inventory variance problems as they arise. 
12. Works with Purchasing to maintain optimum inventory levels and ensure on-time deliveries to 

meet customer requirements while minimizing carrying costs and premium transportation 
charges. 

13. Participates in meetings to help resolve department as well as company-wide issues; may 
direct such meetings. 

14. Other duties as assigned. 
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RESPONSIBILITES:  The Inventory Control Specialist is responsible for the following: 

1. Adhering to the codes of the company’s Employee Manual. 
2. Developing and adhering to written Standard Operating Procedures for all aspects of this 

position. 
3. Adhering to and development of departmental operating guidelines. 
4. Providing insightful and enthusiastic teamwork that result in positive attitudes and morale. 
5. Maintaining open communications and a harmonious working relationship with all personnel.  

This includes attending departmental meetings, as well as helping resolve interdepartmental 
conflicts. 

6. Participating in training when needed.  This includes increasing product knowledge and 
procedural proficiencies. 

7. Conducting all operations within established budgets. 
8. Using and submitting all forms and reports in a complete, accurate, and timely basis.  This 

includes respecting and maintaining proper filing systems. 
9. Maintaining all external relationships consistent with the objectives, operating philosophy, and 

desired image of the company, re: internal customer relations, public relations, vendor 
relations, and community relations. 

10. Maintaining confidentiality on all corporate subjects. 
11. Ability to work independently with minimal supervision. 

 

PERFORMANCE REQUIREMENTS:  The following are required of the Inventory Control 

Specialist: 
1. Cycle Counts: Cycle counts are conducted as scheduled at each location and are conducted 

efficiently and in an organized manner.  Results are compiled and distributed on a regular 
basis. 

2. Inventory Reconciliation: A system is in place that is maintained and results in inventory 
variances of no more than 1% +/- per month.  

3. Periodic or Special Reports: All reports as required by the Purchasing Manager and/or 
Executive team are prepared accurately and on time. 

4. Corporate Policies: Compliance with all corporate policies that affect purchasing.   

 

EDUCATION / PERFORMANCE REQUIREMENTS:  The Inventory Control Specialist 

should possess the following minimum skills and/or education: 
 

1. Five (5) years of Inventory Control or related experience is required. 
2. Knowledge of warehouse procedures and Average Cost accounting is required. 
3. In depth knowledge of cycle count processes, EOQ, LIFO/FIFO and inventory management 

systems is required. 
4. Must have strong analytical, problem solving and computer skills including proficiency in 

EXCEL (V-LOOKUP, PIVOT TABLE) REQUIRED, WORD. OUTLOOK, SAGE/MAZ or 
comparable MRP/ERP systems experience is required. 

5. Exceptional verbal and written skills are required. 
6. Must be willing to work in a warehouse environment when required. 
7. Forklift certification a plus. 

 


