HR-F-2014-01-20-Job Description
HI-HEAT INDUSTRIES, 256 Hanover Road, Lewistown, MT  59457

Job Title:                Inventory Replenishment Clerk 
Status:                     Full time

Starting Pay:          Negotiable with experience

Probation Period:  6 months
Training Period:    1 year
Reports to:             Sales Administrator
Benefits:
        Health Insurance – Company and employee funded.

                                Cafeteria Plan – immediate eligibility

                                401(k) Plan is available for eligible employees

       Flextime and vacation in accordance with Company Policy

Application Deadline:  Open until filled

Apply at:

          Hi-Heat Industries, Inc. 256 Hanover Road, Lewistown MT 59457 406-538-7411

or

Job Service, 300 1st Ave. No., Lewistown, MT  59457 Phone 406-538-8701

Purpose:
Manage raw material inventory to minimize inventory costs, meet customers’ expectations for quality and on time delivery.
Essential Duties and Responsibilities: 
The basis of this job would include tracking inventory and purchases on Excel spreadsheets, contacting vendors for current pricing, placing material replenishment orders, typing purchase orders, faxing and/or emailing information to suppliers, and restocking inventory. The job will also require monitoring material levels throughout the month as well as conducting month ending inventory to determine if material on hand is in sufficient quantity. Also included will be some job costing, new product research and updating and maintaining the MSDS. Other associated tasks are filing, telephone duties, and back-up customer service.

Talents 

	· Results and Detail Oriented  
· Emotional Intelligence
· Problem Solving
	· Sense of humor
· Flexibility
· Communication 



Skills and Knowledge
The knowledge required to perform this position is reading, reading comprehension, following verbal and written directions and designs, and math (formula substitution) at algebra level with some geometry for design and shapes.  The skills required to perform this position are telephone, typing (50 WPM), 10 key (100 SPM), and the ability to clearly communicate with vendors through email and fax.  Computer skills are required.  The abilities required to perform this position are teamwork, and self-motivation. 
Physical Requirements
Must be able to sit, stand, lift, use the telephone, and be mobile to different parts of the facility.  All could be for long periods of time due to the fact that we are a custom job-shop.  Typing is normally not for long periods of time.  Occasional lifting of 50 pounds for restocking inventory.  

Working Relationship
This position involves direct contact with other office personnel, keeping others informed of materials coming in, and working directly with receiving.  
Immigration Reform and Control Act Information:
In accordance with the Immigration Reform and Control Act, the person selected must produce, 
within three days of hire, documentation that he/she is authorized to work in the United States.

Examples of documentation include a birth certificate or social security card along with a driver’s license or other picture I.D. or a U.S. Passport

Code of Appreciation  
It all starts with ME choosing

 MY ATTITUDE.

           We are UNIQUE  people,

  UPLIFTING OTHERS
                                  with RESPECT & KINDNESS.

We LIVE our culture with PASSION.

Mission Statement

Our ambition is to:

            Dream it

            Make it

            Heat it

We serve our Internal & External Customers with Integrity.

We create stakeholder value by;

           Proactively Managing Change 

Raising and Exceeding Expectations

           Enjoying Challenges by Facing Problems & Finding Solutions
