PROPERTY CONTROL ASSISTANT

Department: Finance
Reports To: Property Control Supervisor

Job Summary:

Perform the day to day Supply Room activities and execute the clerical and physical tasks
involved in receiving, stacking, issuances, deliveries and inventory control.

Qualifications:

Bachelor's degree

At least 2 years of related experience

Knowledgeable in productivity applications, both installed and cloud-based apps
Excellent verbal and written commmunication skills

Demonstrates strong sense of interpersonal, organizational and time management
skills and detail-oriented

Ability to meet the physical demands of the job and perform effectively with limited
supervision

Highly motivated, flexible and is able to multitask

Ability to identify issues, determine solutions and work in a collaborative
environment

Confidentiality is a must

Key Responsibilities:

Receives local and foreign deliveries / purchases such as furniture and fixtures,
equipment, books, etc.

Conducts verification of items / materials delivered against invoice / purchase order
and in a timely manner perform the necessary system transaction.

Stores stocks in the Supply Center, taking into consideration safety and efficiency.
Tags and labels fixed assets before delivery to the requesting department.

Conducts physical count of school assets as directed by the Director of Finance.

Sends e-mail notification to the requesting party for ordered items received.

Submits to the Purchasing Office all invoices received for the day.

Maintains cleanliness and orderliness of the Supply Room at all times.

Fosters and sustains a community that rejects all forms of discrimination.

Assists in developing and maintaining safe spaces for all individuals at ISM.

Performs any additional duties assigned by the supervisor.

Accounting Functions
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Prepare bills payment for items delivered by suppliers. (ex. computation of
withholding tax etc.)

Transact inventory in the Online Supply Withdrawal System (OSWS).

Recording adjustment, computation of average costs, stock valuation and restocking
quantities.

Performs cycle counts and annual physical inventory taking to ensure the
maintenance of accurate inventory data.

Analyzes inventory and projected requirements, and safety stock levels in the
preparation of the Purchase Requisitions for the replenishment of stocks.
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