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Job Purpose

Under the direct supervision of the Director, Office Management & General Supplies (GMG/SEG 2), the Inventory Officer (PIDG/RIM 3) is responsible to maintain proper inventory records of all the Ministry’s furniture, equipment and assets.  The officer is also responsible for identifying and recommending equipment, furniture and assets that should be board of survey to the relevant authorities.

Key Outputs

· Inventory Records maintained

· Furniture, Equipment and other assets inventoried

· Location Records installed and maintained

· Reports produced

· Information disseminated

· Furniture, Equipment and Assets repaired or board of survey

· Computerized Master Inventory Records
· Adequate Supply of stationery & refreshment
Key Responsibilities Areas

Technical/Professional Responsibilities

· Identifies, records and ensures that all government furniture, equipment and other assets are inventoried

· Maintains and secures all inventory records in the Ministry
· Monitors location of all furniture, equipment and government assets

· Develops and maintains Master Inventory of furniture, equipment and assets of the Ministry

· Identifies and recommends all repairs and board of survey to the relevant authorities

· Installs and maintains all location records within the Ministry 

· Updates Master Inventory records electronically and manually

· Liaises with members of staff to ensure proper usage of government furniture, equipment and assets

· Prepares report on all equipment and furniture that are to be repaired and board of surveyed 

Other Responsibilities

· Performs other related duties assigned by the Office Manager and Manager, Facilities and Property as requested

Performance Standards

· Inventory Records maintained quarterly or within the specified time frame

· Furniture, Equipment and other assets inventoried and identification marks installed upon receipt of goods

· Location records installed and maintained within the agreed time frame

· Reports are produced within specified time frame

· Information documented and disseminated within the specified time frame

· Furniture, Equipment and Assets are repaired or board of survey within the specified time frame

· Master Inventory Records recorded manually and electronically within the specified time frame
REQUIRED COMPETENCIES
	Core
	Level
	Technical
	Level

	1. Oral & Written Communication Skills
	3
	1. Knowledge of the operations of Government/Knowledge of the Ministry’s policies
	3

	2. Customer and quality focus skills
	3
	2. Sound knowledge of Records Management
	3

	3. Good Planning and Organization skills
	3
	3. Sound knowledge of Inventory Management
	3

	4. Good Interpersonal skills
	3
	4. Proficiency in the use of the relevant computer applications
	3

	5. Good teamwork and Cooperation skills 
	
	
	

	6. Good time management skills
	4
	
	

	7. Good interpersonal skills
	3
	
	

	8. Good problem solving and decision making sk9ills
	3
	
	

	9. Integrity
	3
	
	

	10. Initiative
	
	
	


Liaison

	INTERNAL
	EXTERNAL

	Director, OMGS
	Provides information, receive guidance
	Departments/ Agencies
	Request and provides information

	Procurement Unit
	Request information/ documentation on procurement of assets
	
	

	Staff
	Provides and receives information
	
	


Education and Experience Required

· Certificate in Inventory/Supplies Management (would be an asset)
· Successfully completed five (5) subjects in CXC/GCE O’ Level inclusive of Mathematics/Accounts and English Language 
· Three (3) years work related experience
Special Conditions Associated with Job

· Exposure to dust, harmful chemicals

Authority
· NIL
JOB TITLE:			Inventory Officer





JOB GRADE:			PIDG/RIM 3
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