
 

 

Vulcan, Inc. 
Job Description 

Job Title: INVENTORY CONTROL CLERK Current Employee: VACANT 

Job Code:  Immediate Supervisor:  GENERAL MANAGER 

Location: Plant 7 Date: 09/28/2017 FLSA Status:  HOURLY 

Position Summary 
Analyzes inventory levels, creates of bills of materials, responsible for inventory management/analysis and expediting of orders.  
Determines the best metrics to use to provide the most accurate representation of the forecast.     

Minimum Qualifications 
This position requires a minimum of 5 years experience in a manufacturing environment.     

Proficient in manufacturing ERP software; ability to adapt to bar coding technology and implement the necessary training to all employees.   
Knowledge of inventory control and skilled in taking inventory and reconciling inventory issues. 
Implement the best metrics for tracking of inventory.   
Extensive knowledge of bill of materials required in manufacturing.  
Excellent interpersonal skills and strong communication skills.      
Proficient in Word, Excel, MS Internet Explorer, and Outlook.   

Schedules flow of work within or between departments of Plant 7 to expedite production, as necessary.   
Places orders for supplies and services, inventory items, and manufactured orders for stock (MOS) for metal.   
Develop inventory policies and procedures and tracks and monitors inventory status, supply usage and trends to ensure inventory and 
identifies re-order policies. 
Work closely with Plant 7 management to determine optimal inventory levels. 

Distributes work orders to departments, denoting number, type, and proposed completion date of units to be produced.   
Performs various production control activities including gathering and filing records, reporting on use of materials, and monitoring customer 
orders.   
Identify and recommend software solutions as needed for measuring manufacturing throughput for improvements. 
Directly responsible for inventory tracking, monitoring and conducting the quarterly inventories.    
Creates manufacturing Bill of Materials accurately in Systems 2000.    
Provides effective communication between sales and production relating to the processes used in new product launch.   
May communicate with customers as time allows.  
Any other duties deemed necessary by supervisor. 

 

Physical and Environmental Variables  

This position consists of working in an office and plant environments, which can include walking/standing or working at a computer for 
long periods of time.  Essential functions are generally completed in an environment that can range in temperatures, noise levels, and 
hazards with caution needed and required Personal Protective Equipment (PPE) and protocols carefully followed.   

 

 
 

  
  

General Manger/VP Approval  
     

     
     

CEO Approval  Human Resources Approval  Date 
     

  *Employee Signature  Date 
     

 
* By signing the job description the employee acknowledges the receipt and review of this job description that details their essential functions 
of the position and has been given an opportunity to ask any questions and seek clarifications. 

 
 
 
 
 
 
  


