
Job Posting: Inventory Associate 
 

Position Overview 

We are seeking a highly organized, detail-oriented Inventory Associate to join our team. In this 
role, you will play a critical part in maintaining the accuracy of our extensive database, which 
currently tracks over 600,000 line items totaling nearly 7.8 million parts. You will be responsible 
for researching, identifying, categorizing, and safely storing parts across our six main 
warehouses. 
This position is ideal for someone who enjoys a balance of precise computer research and 
active, hands-on warehouse organization. 
 
Key Responsibilities 

●​ Inventory Accuracy & Research: Research part manuals, internal stored files, and 
manufacturers' websites to establish, confirm, and verify part numbers, Illustrated Parts 
Catalogs (IPCs), and descriptions. 

●​ Data Entry: Accurately and efficiently enter location data and inventory details into our 
software tracking system. 

●​ Warehouse Organization: Label warehouse locations, arrange shelving, and physically 
organize or reorganize parts stored in bins, racks, and pallets across multiple facilities. 

●​ Parts Preparation: Clean, cap, and prepare parts for shelving; perform quality inspection 
checks on warehouse locations. 

●​ Teardown & Maintenance: Safely operate hand tools to teardown smaller components 
as required; maintain a clean, safe, and organized individual workstation and communal 
warehouse spaces. 

●​ Process Improvement: Proactively propose constructive ideas to optimize warehouse 
operations, methods, and inventory procedures. 

 

Physical Requirements & Working Conditions 

●​ Lifting & Mobility: Ability to lift and carry up to 50 lbs regularly. 
●​ Heights & Equipment: Comfort working at heights; ability to climb 12-foot rolling stairs 

and operate a forklift, pallet jack, or man-lift in tight/narrow warehouse spaces. 
●​ Environment: Ability to work in a non-climate-controlled warehouse environment 

subject to seasonal temperature extremes (hot and cold), dust, moving machinery, and 
moderate noise. 

●​ Stamina: Ability to sit or stand at workstations for extended periods performing both 
administrative computer tasks and physical labor. 



●​ Safety & Apparel: Willingness to handle parts that may contain grease, oil, or residual 
fuel products using appropriate safety protocols and proper work attire. 

 

Qualifications & Skills 

●​ Detail-Oriented: Exceptional precision in data entry, parts identification, and 
written/verbal communication. 

●​ Organizational Skills: Proven ability to manage large volumes of physical items 
systematically. 

●​ Technical Aptitude: Proficient with basic computer tasks, internet research, and 
inventory databases. Experience reading IPCs or parts manuals is a plus. 

●​ Collaboration: Strong communication skills to effectively collaborate and coordinate 
with team members and co-workers. 

●​ Certifications: Prior experience or certification operating forklifts or material handling 
equipment is highly preferred. 
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