
 
 

 
 
 

	

Inventory Specialist 
 
PROGRESSION OF SUPERVISORS:  Product Line Manager (PLM), Site Manager, Director of 
Growing Operations, Managing Director, Vice President, President 
 
JOB SUMMARY:    

Analyze current inventory versus sales data and plan production to result in accurate availability 
of products for sale.  Effectively and efficiently communicate production needs based on planned 
schedules.  Ensure proper invoicing to accounting on a weekly basis. 

 
ESSENTIAL FUNCTIONS: 

1. Manage seed lot numbers and purchase orders to maintain availability necessary to meet sales 
forecasts. 

2. Generate weekly sowing and planting reports for production. 
3. Communicate production plans internally to PLMs and Production Supervisors. 
4. Ensure deliveries from contract growers are invoiced accurately and timely to accounting and 

apply any necessary credits requested from suppliers in a timely fashion. 
5. Manage availability of assigned branded products to limit shortages and communicate to sales 

when supply issues arise. 
6. Coordinate direct sales for seed items.  Communicate delivery schedules to sales and suppliers. 
7. Maintain open communication with the sales team for managing forecasts, ensuring production 

is meeting sales needs for seed produced items. 
8. Identify areas in need of improvement along with innovative suggestions for improvement. 
9. Plan and coordinate material to bring back from our contract growers on a weekly basis.   
10. Ensure Hanging Basket statuses are up to date, inventory locations and quantities accurate as 

assigned. 
11. Communicate all credits requested by the PLMs. 

 
ESSENTIAL SKILLS: 

1. Demonstrate more than a basic knowledge of computers and programs including Excel, Word, 
Outlook. 

2. Quickly learn and adapt to new computer systems, company specific computer programs and 
other technology. 

3. Demonstrate outstanding communication and presentation skills. Demonstrate strong 
analytical skills & foresight in identifying areas in need of improvement and by developing 
and implementing innovative solutions. 

4. Earn and maintain the trust and respect of employees, co-workers, vendors, customers and 
other business partners. 

5. Demonstrate a high level of comfort in working with a diverse work force.  
 
 
 
 



 
 

 
 
 

	

ESSENTIAL WORK HABITS: 
1. Establish priorities, work independently, and accomplish objectives with minimal supervision.  
2. Maintain a level of detail with all reporting, ordering, and/or forecasting to result in a high 

level of accuracy for all numbers-oriented functions after training. 
3. Adjust schedule seasonally, willing to work extra hours as required for accomplishing tasks. 

Report to work as scheduled maintaining a level of absences that results in minimal 
departmental disruption and minimal unfair burden on other employees. Adjust work schedule 
as needed to meet deadlines and the seasonal demands of the job. 

4. Maintain a positive, cooperative attitude with all fellow employees.  Promote positive morale 
to work effectively as a team member. 

 
QUALIFICATIONS: 

1. High School Diploma 
2. Prior experience working with greenhouse crops or perishable products is beneficial. 
3. Prior experience or education with sales forecasting and/or inventory management. 
4. Prior experience or education with basic accounting principles. 

 
PHYSICAL ASPECTS: 

1. A portion of this job’s functions are accomplished in the office sitting at a desk utilizing a 
computer and telephone. 

2. Will be required to check on product inventory in the greenhouse. When in the greenhouse, 
Employee will be exposed to the sun and/or high intensity lights. Employee may be exposed 
to temperatures that can be 10-20 degrees above the outside temperature seasonally. Employee 
may work in a wet environment where clothes and footwear can become saturated 

 


