INVENTORY CONTROL / PLANNER

Reports To: 	Materials Manager

JOB SUMMARY:  Following established methods and procedures, procures materials, parts and supplies for the organization; maintains material and parts inventory to accurately track status and movement of material and parts within the facility; coordinates activities and resources to expedite production and ensure that customer orders are shipped on schedule;  .

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Inventory Control:
Obtains quotations and makes comparison.
Selects and orders merchandise from qualified sources, based on cost, quality, reliability, responsiveness and/or customer specific requirements.
Determines economic order quantity based on demand and inventory value.
Assures that materials are delivered on schedule at the negotiated price and that materials meet quality standards.
Follows up on orders when suppliers are late and/or when delivery must be expedited.
Monitors and updates Materials Manager with information on suppliers, such as trends, costs, responsiveness, etc. and immediately reports problems, delays or unusual circumstances.
Confers with suppliers and vendors to resolve discrepancies. 
Maintains accurate and timely control of orders, amendments, shipping notices and other documents to assure retention of records.
Cycle counts parts to maintain inventory accuracy.
Processes X-sample orders.  
Performs root cause analyses of inventory problems; develops and implements processes to correct them.
Examines inventory reports and work orders to determine type and quantity of materials required, availability of stock, and order priority.
Confers with department supervisors to determine overdue material and parts and inform supervisors of material status.
Locates and distributes materials to specified production areas.  
Records and maintains perpetual inventory of quantity and type of materials and parts received, stocked and transferred between locations.
Receives and issues finished goods into database.
Troubleshoots quantity discrepancies with manufacturing and purchasing personnel.
Identifies and corrects errors in computer system.
Compiles and maintains records such as material inventory records and production records.
Examines material received, verifies part numbers, and checks discrepancies such as damaged or unmarked parts.
Supports and assists Purchasing with Expedite List.
Provides daily/weekly list of items for cycle count and pick-lists for monthly highlights.
Immediately notifies Materials Manager and/or Plant Manager of unusual discrepancies, shortages or special conditions.

Planner:
Schedules and coordinates flow of work within or between departments to expedite production.
Reviews production schedules, inventory reports and work orders to determine type and quantity of materials required, availability of stock and order of priority to meet shipping dates.
Keeps abreast of changes in production requirements and delivery promises and acts as liaison between supplier and using departments.
Confers regularly with other disciplines to review upcoming orders to determine production needs to meet completion dates. 
Analyzes product mix in upcoming orders to determine effect of product mix on available resources.
With input from Plant Manager and/or Materials Manager, coordinates activities to level production requirements and to process rush, expedited or change orders, as needed.
Analyze and adjust plans to provide for new product releases, scrap replacements, engineering changes, marketing forecasts, material shortages or equipment malfunctions. Make appropriate recommendations to optimize resources and reduce or eliminate delays.
Prepares and participates in physical inventory, when required.
Other duties and assignments as directed.

SUPERVISORY RESPONSIBILITIES:   None at this time.

EDUCATION AND EXPERIENCE: 
Associates degree and two (2) years related experience; or equivalent combination of education, training or experience.
CPM and APICS certification preferred.

QUALIFICATIONS:
Ability to read and interpret documents and diagrams written in English, including safety rules, operating and maintenance instructions, blueprints, BOM's, and procedure manuals.  
Ability to write business reports and correspondence.  
Ability to speak clearly and effectively communicate with coworkers, managers, and other members of the organization.
Ability to add, subtract, multiply and divide in all units of measure: compute rate, ratio and percent; capable of calculating figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference and volume.   
Must be able to count accurately.
Ability to analyze information gathered in order to identify potential problems or discrepancies. 
Knowledge and use of computer to enter, manage and access data.
(Database software, Internet, inventory software, manufacturing software, order processing systems, spreadsheet software and word Processing software. Utilizes programs such as Manman Cycle Count Program, Priority cycle count database, Control group database, LN and others.) 


OTHER KNOWLEDGE, SKILLS & ABILITIES: 
Thorough knowledge of parts and part numbers, their usage and location.
Detail oriented with close attention to accuracy.
Excellent interpersonal skills; supports Team philosophy
Ability to manage multiple priorities and adjust quickly to changes, delays or unexpected events.
Works independently and monitors own work to ensure quality.
Identifies and resolves problems in a timely manner.
Responds promptly to customer needs (internal and external).
Demonstrates knowledge of market and competition
Balances team and individual responsibilities and gets along well with others.
Utilizes time and resources effectively.
Maintains an organized work area
Works to continuously improve processes and results
Supports company's goals, objectives and values and follows all safety and security procedures.


PHYSICAL DEMANDS:
The employee is regularly required to sit, stand and walk; use hands and fingers; reach with hands and arms; talk and hear.  The employee is frequently required to stoop, kneel, bend, crouch, climb, balance, or crawl and lift and/or move up to 30 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.


WORK ENVIRONMENT: 
Combination of plant and office environments. Employee may be exposed to moving mechanical parts and moderate noise when on the production floor.


