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Job Description: Inventory Specialist-Receiving

Job Purpose: To maintain and control all items received into inventory.
Job Responsibilities: This position will require all the following but is not limited to this list only.
· Receiving Raw Material into proper locations and ensuring correct documentation and certifications are included.
· Receiving of Components and items with Special Process from outside suppliers.
· Receiving of all Hardware for inventory and ensuring correct documentation and certifications are included.
· Receiving of Manufactured Components from production floor
· Clear Scrap Que Weekly
· Performing Quarterly Inventory counts
· [bookmark: _Hlk124950570]Perform weekly spot checks of 5-10% of inventory. Quarterly counts include components, hardware, raw material and shelf life items. 
· Tracking & updating physical and electronic inventory quantities. Ensuring quantities are accurate for proper planning purposes.
· Tracking shortages and relaying information to supervisor.
· Assisting team, when necessary, in compiling inventory count variance reports to present to leadership.
· Investigating inventory discrepancies and notifies leadership of findings.
· Ensures all product is at correct revision level before receiving in and if there is a FIFO disposition, the FIFO labels are placed on the items needing to be used first. 
· Adheres to a proper storing and handling of “A” surface product in inventory and ensures all FIFO process is being applied per released engineering.
· Maintains a FOD FREE, safe, and clean working environment by complying with procedures, rules, and regulations including no CELL PHONE, food, or drink in restricted areas.
· Uses M1 to perform work.
· Uses time management skills efficiently while working in production. 
· Follows guidelines and policies in the GSI handbook.
· Cross train with the Inventory Specialist-Shipping position to back fill as needed.
· Whatever it takes to produce quality & invest in those around you!



Skills/Qualifications: Working knowledge of inventory control practices. Basic computer skills. Ability to establish and maintain effective working relationships with other employees. Ability to organize items by broad and specific classifications. Ability to manage time wisely with minimal supervision. Having high attention to details, being able to work with a team. Having good communication skills. Being able to perform repetitive tasks. Being flexible to work on weekends and at nights. Having interpersonal skills and having organization skills.

Work Environment: This job operates in a professional office environment. This role routinely uses standard office equipment. The employee is occasionally exposed to a variety of extreme conditions. The noise level in the work environment can be loud.  

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. This is largely an active role. This would require the ability to lift 50lbs, climb step stool, be on feet for up to 6-8 hours a day. 

Required Education and Experience: High School Diploma 
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