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MATERIALS MANAGER JOB DESCRIPTION

BACKGROUND FOR POSITION:

The Materials Manager manages the timely materials (raw materials and finished goods) flow through the facility, including directing, receiving, shipping, warehousing, and inventory control functions. 
GENERAL DESCRIPTION OF POSITION:
Directing the warehouse team, the Material Manager ensures proper flow of raw materials inbound as well as finished goods outbound.  This position is also responsible to ensure work orders are pulled and staged timely for production to reach optimal capacity.  Maintaining accurate inventory through best warehousing practices. Inbound Verification, Production Verification, Production Returns Verification, as well as all work order maintenance must be completed timely. Key Interfaces: Operations, IT, Procurement, Program Management, Executive Leadership, Safety, Suppliers, and Customers.
SPECIFIC FUNCTIONS OF POSITION:

· Direct the maintenance of a perpetual inventory of raw materials, components and finished goods stored in the Vanguard facility.
· Ensure that all goods and services are purchased are received in accordance with company procedures and policies.

· Assume a leadership role in the Warehousing and Materials departments.

· Prepare monthly reports surrounding inventory accuracy productivity, etc..
· Ensure FIFO is performed on all finished goods, raw materials and purchased components.

· Act as primary liaison between transportation providers and Vanguard.

· Ensure timeliness and accuracy in all aspects of shipping.

· Manage Leads who supervise team members in shipping, receiving and data entry personnel in the Materials Department. Is responsible for the overall direction, coordination, and evaluation of these units.

· Maintain regular attendance and punctuality.

· Other duties may be assigned.

Qualifications:

· Bachelor's degree (B. S. or B. A.) from an accredited four-year college or university; and five plus years related experience and/or training, including supervisory experience; or equivalent combination of education and experience.

· Proficiency in Microsoft Office applications-Word, Excel, Access, Microsoft Outlook, Internet software; Inventory software; Manufacturing software and personal computer skills, especially electron ordering system.

· Experience with WMS, MRP, MDS and ERP systems 

· Strong leadership skills with excellent communication and organizational skills are required.

· Ability to build relationships and work collaboratively with the Vanguard leadership Team
· Manufacturing and Distribution industry experience required..

· Understanding of lean manufacturing principles (5S, Kaizen, continuous improvement, TPM, TPS)
· Well-versed with the traditional as well as advanced methods used in inventory control.

MACHINES OR EQUIPMENT OPERATED:
· Battery, propane operated Fork Truck and manual pallet lift. Associated computer and electric identification equipment requiring transaction and/or data entry skills.

PHYSICAL DEMANDS:
· General good health. Walking, standing, bending up to 12hrs; Medium to heavy lifting up to 75 pounds; Potential exposure to chemicals and fragrances. 
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