GOODWILL INDUSTRIES – MANASOTA, INC.

JOB DESCRIPTION

Job Title: Keyholder Purchasing
   
           Date Crated/Revised:  07/20









Department: Purchasing
   

           Team Leader: TLC Purchasing
     
Status: Non-exempt

MISSION CONTRIBUTION:

To ensure the efficient and cost effective operation of the Purchased Goods workforce and location through security of corporate assets, customer relations, inventory controls, pricing, and accurate reporting in order to maximize profitability.  Also, provides direction, job training, and support of Purchased Goods team members concerning the proper and safe handling of product, leading to increased revenues for mission services funding.
FUNCTION: 

Under the direct supervision of the TLC Purchased Goods, is responsible to support customer service, the control of inventory, production numbers, safety, facility security, and maintenance of the equipment needed to run an efficient and cost effective operation of the Purchased Goods department embracing GIM’s guiding principles and core values. 
SPECIFIC DUTIES: 

1. Ensures 100% world-class customer service.
2. Opens and closes as required including documenting Team Member absence in attendance log, assign duties as applicable and complete control of inventory and pricing functions as assigned.
3. Ensures the proper handling and timely processing of incoming and outgoing flow of goods
4. Ensures loss prevention and risk management policies and procedures. 

5. Ensures a neat, clean, organized, and safe facility. 
6. Assists in the proper inventory control and reporting in a timely manner to ensure the stewardship of all purchased goods. 
7. Maintains new goods records and documents
8. Supports the Purchased Goods workforce and leadership to ensure that the Purchased Goods team operates within budgeted expense to revenue requirements. 
9. Provides feedback to leadership when schedules or attendance expectations are not in accordance with GIM policies and procedures.
10. Supports the image, maintenance, loss prevention, safety, and security of Purchased Goods in accordance with GIM policies and procedures.
11. Responsible for communicating with his TLC any need of supplies and communicates immediately if all other GIM property is not secured.

12. Is responsible for supporting the TLC with:

· Pricing, data entry, and running required reports
· Checking in product
· Safety Site Inspection

· Incident/Accident reports

· Petty Cash and Expense Reports

· Team Meeting Minutes

· Stock transfers
· Scheduling
· Work requests (Facility Maintenance and Information Support)

13. Ensures product counts (incoming, transfers, inventory) are completed in an accurate and timely manner.  Completes daily production activity reports, and transmittal of reports in accordance with Goodwill’s policies and procedures as required.
14. Performs assigned duties within the framework of our Guiding Principles and Core Values.
15. May be asked to participate in activities outside of Goodwill.

16. Attends in-service and related training as assigned by the TLC. 

17. Performs other duties as assigned by the TLC.
MINIMUM QUALIFICATIONS:

· Experience in business setting preferred.

· G.E.D. or high school diploma preferred.

· Basic computer skills required.

· Current forklift certification when applicable. 
PHYSICAL REQUIREMENTS:
· Ability to develop and maintain effective working relationships with team leader, team members, customers, and clients. 

· Ability to maintain a positive, friendly attitude and a neat, clean, and well-groomed appearance. 

· Able to sit, stand, bend and reach.

· Able to lift, push, pull up to forty (40) pounds with no support regularly. Over forty (40)pounds request for additional team member assistance as needed, or using material moving equipment of team lift. Also able to climb in and out of trailers.

· Ability to see details at close range (within a few feet of the observer), and adequate distance to guide the parking of vehicles. 

· Ability to listen to and understand information and ideas presented through spoken words and sentences.

· Skill of operation monitoring, watching indicators to make sure a machine is working properly.

· Ability to work under general supervision.
SPECIAL REQUIREMENTS:
· Must be willing and able to work evenings and weekends as applicable.

CRITICAL PERFORMANCE FACTORS (CPF):
1. Budgeted Sales vs. Actual Sales (New Goods & Closeouts)
2. Budgeted Profit vs. Actual Profit (New Goods & Closeouts)
3. Customer Service
4. Safety

5. Image

6. Production numbers vs goal

7. Warehouse inventory control

8. Accuracy in receiving and transfer counts
I have read this job description and CPFs, reviewed them with my team leader, and understand what is required of me. Signatures:

Team Member (print/sign):________________/____________________Date:______________

Team Leader (print/sign):_________________/_____________________Date:______________

Human Resources (print/sign):_________________/_________________Date:______________
​

