Twin Mountain Fence Company

Materials Manager
Job Description

Reports to: President/owner
Essential Job Duties and Responsibilities:
The Materials Manager is responsible for:

· Maintaining acceptable and accurate inventory levels to ensure efficient operations and avoiding inventory shortages. 
· Classifying, labeling and warehousing all inventories for future use.
· Keeping accurate records of inventory and locations for easy retrieval.

· Records that are integrated with QuickBooks. 
· Maintain a record of all transfers and disposals of inventory. 
· Designing and implementing an inventory control system that reduces damage and inventory obsolescence. 

· Communicating with upper management on purchasing as well as inventory levels and locations.

· Overseeing the receiving and shipping of all incoming inventory purchases. 
· Overseeing a physical inventory count as required by company policy, and then reconciles inventory records for a complete and accurate count.
· Manage special projects related to pricing and job costing and other tasks as needed.

· Managing production to accomplish in the most efficient way possible, both by overseeing staff and processes.
· Responsible for maintenance of yard and warehouse equipment, providing preventative maintenance, repairs and safety personnel programs.

Required experience, skills, knowledge, and education:

· 2-3 years’ experience in materials purchasing and inventory control.
· Ability to work well in a team environment
· Good verbal and written communication skills
· Good organizational skills
· Good working knowledge of Microsoft Office
· Good working knowledge of QuickBooks Enterprise is preferred
· Applicant must be bilingual in Spanish. Oral fluency is required.
· A college degree in business or related field is required
Salary:  $35,000 to $50,000 depending on experience. Includes benefits
Work Environment:
· Office and outside yard environment. Must be able to walk, sit and stand for long periods of time. Be able to lift up to 50lbs. on a consistent basis. 
