Job Description

INVENTORY CONTROL CLERK

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for the timely entry of all invoices, transfers, credits and debits to ensure accurate inventory controls.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Maintains invoices and transfers in an accurate filing system.

· Communicates with receiving clerks, proper procedures for receiving and processing invoices.

· Participates in month end inventories, reviews tally sheets to ensure that they have been entered correctly.

· Assists Managers and Chefs in tracking invoices and transfers.

· Responsible for the daily inspection of all food and beverage products to insure that they meet Company specifications.

· Works with the receiving clerks during the morning hours to verify quantities and quality of food and beverage deliveries.

· Communicates with receiving clerks proper procedures for processing invoices.

· Acts as a liaison between purchasing and receiving to be able to convey any problems encountered on a daily basis.

· Required to enter all received food and beverage invoices the system daily to maintain accurate inventory controls.

· Participates in month end inventories, works with Chefs and Managers to verify that inventories have been entered correctly.

· Responsible for maintaining a consistent, regular attendance record.

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

High School diploma or GED required with two to five years experience in inventory management required.  
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SPECIAL QUALIFICATIONS:

Strong organizational and interpersonal skills required.


LANGUAGE SKILLS:


Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.  


MATHEMATICAL SKILLS:

Ability to work with mathematical concepts such as probability and statistical inference.
 Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.  


REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables. 

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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to use hands 
to finger, handle, or feel objects, reach with hands and arms; and talk or hear.  The Employee frequently is required to stand and walk.

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


The noise level in the work environment is usually loud.
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