Inventory Analyst
Corporate Services Department
Corporate Information Services Branch
Posting No. 217(59)
The City of Saskatoon is an Employment Equity employer

Duties:

1. Analyzes computer-generated reports and builds reports to confirm annual inventory performance and presents to departmental stores.

2. Reviews departments’ stores’ compliance to Corporate Inventory Management Guidelines and, in conjunction with the departmental stores, develops an action plan to correct, then monitors for completion.

3. Prepares and posts general ledger transactions and reconciles General Ledger accounts.

4. Performs inventory system and report testing, develops system reports and monitors system performance.

5. Prepares requirements for blanket orders, purchase requisitions and proposals.  Analyses quotations and issues purchase orders within delegated authority.

6. Analyzes computer-generated reports and other information to determine most economical order quantities and appropriate order levels to ensure adequate stock levels and inventory turnover.

7. Performs cycle counts and other periodic reviews of stock items to ensure the accuracy of system data; investigates and reconciles discrepancies.

8. Records and arranges for the disposal of surplus material and equipment.

9. Communicates with other sections, departments and suppliers regarding a variety of inventory materials management and automated system matters. 

10. Enters and verifies various computerized inventory transactions; prepares periodic reports.

11. Expedites outstanding purchase orders.

12. Performs the duties of the Storekeeper III, as required.

13. Performs other related duties as assigned.

Qualifications:
· Grade 12 education.

· Successful completion of an introductory accounting course from a recognized, post-secondary, accounting-related program.

· Successful completion of the Purchasing Management Association of Canada's (PMAC) Principles of Inventory and Operations Control and Principles of Buying courses.

· Two years' related experience with a comprehensive computerized inventory-replenishment system.

· Completion of, or ability to complete successfully within 6 months, a recognized forklift safety training certification course.

· Possession of a valid Saskatchewan Class 5 Driver’s licence.
· Current driver’s abstract from SGI demonstrating a safe driving record. 

· Knowledge of materials management practices and standards.

· Ability to communicate effectively orally and in writing. 

· Ability to establish and maintain effective working relationships.

· Ability to analyze a variety of data to make effective decisions within established policies and procedures.

· Skill in the operation of modern office equipment including a computer with Microsoft Office word-processing and spreadsheet software.

Salary:

$3,429.92 to $3,557.40 per month.
For additional information, please contact the Human Resources office at (306) 975-3261.

Please forward your resume in confidence by 5:00 p.m. on Wednesday, June 13, 2007 to:  Human Resources, City Hall, 222 3rd Avenue North, Saskatoon SK  S7K 0J5; Fax: (306) 975-3073; Email: careers@saskatoon.ca
While we sincerely appreciate the interest of all applicants, only those candidates selected for an interview will be contacted.
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