Office / Purchasing / Inventory Manager
Mid-Minnesota Lumber – 138 W. Sorenson Avenue, Appleton, MN 56208  (320) 289-2714
Employment Type:  Full-Time
About Mid-Minnesota Lumber
We are a growing company seeking an organized and detail-oriented individual to join our team as an Office/Purchasing/Inventory Manager.  This role is critical to ensuring smooth operations, and accurate purchasing and inventory management.  If you enjoy juggling multiple responsibilities, we want to hear from you.
Job Summary
In this position, you will work closely with the General Manager to oversee office operations, manage purchasing processes, and maintain accurate inventory records.  This role requires strong organizational skills, attention to detail, and the ability to analyze data to support business decisions.
Responsibilities
Office Management
· Oversee daily office operations and administrative tasks.
· Manage invoicing, payments and collections for customer accounts
· Assist with customer sales
· Prepare bids for contractors and customers
· Maintain POS system
Purchasing
· Collaborate with the Manager to purchase stock for the business.
· Enter and manage invoices in the company’s computer system.
Inventory Management
· Monitor inventory levels and maintain accurate stock records.
· Analyze sales data to determine optimal stock quantities.
· Update and maintain the inventory module within POS system to ensure real-time accuracy
Qualifications
· Education:  High school diploma or equivalent required.  Post High School education preferred.
· Experience with inventory or purchasing systems preferred.
· Strong organizational, analytical and communication skills.
· Proficiency in Microsoft Office (Excel, Word).
· High attention to detail; ability to work independently. Ability to multitask and prioritize.
How to Apply
	Please submit your resume and brief cover letter to midmnlumber@gmail.com 
	We look forward to learning how you can contribute to our team!
