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Position:    Inventory Controller 
 
Position Summary 
 
Under the direction of the Director of Finance, manages and administers materials 
management functions, such as the planning, purchasing, procurement, storage, 
inventory control, and distribution of materials and products to meet company objectives 
and customer requirements.   
 
Position Accountabilities 
 

1. Supports and helps to achieve HMS’ mission, vision, clinical and business work 
plan in accordance with standards required to meet program recognition and 
other programs or objectives. 

2. Develop collaborative relationships with other departments, services, and 
community health care agencies to facilitate and support quality care. 

3. Administers the flow of materials, supplies, and assemblies within or between 
departments in accordance with production and department priorities. 

4. Maintenance of the inventory control system to ensure accuracy and efficiency. 
5. Establishes policies and procedures to ensure timely flow of materials and for 

tracking the physical inventory. 
6. Coordinates requisition of material with other departments and establishes 

delivery sequences to departments according to job order priorities and 
anticipated availability of supplies. 

7. Arranges for central supply transfer of supplies to meet production demand. 
8. Arranges transfers of required materials with department supervisors for delivery 

to various departments. 
9. Investigates and solves problems resulting from material shortages. 
10. Investigates and researches for the best vendor, highest quality product and best 

economical price for the organization, best value model. 
11. Keeps abreast of new sources for supplies and materials. 
12. Enters receipt of goods. 
13. Maintains and monitors inventory levels. 
14. Performs inventory counts, randomly, monthly and yearly or on a need to basis. 
15. Maintains the bar code and inventory system. 
16. Prepares reports for Senior Leaders upon request or by published schedule. 
17. Reconciles the asset file with MIP on a monthly basis. 
18. Processes all inventory disposal and reallocation reports. 
19. For all capital purchases compiles a price matric from at least three vendors. 
20. Will adhere to established safety practices and standards. 
21. Perform other related duties as assigned. 
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Minimum Qualifications 
 

1. High school diploma required. 
2. Minimum two-year experience in similar position. 
3. Bachelor’s Degree preferred. 
4. Ability to maintain effective working relationships with all employees and 

department needs. 
5. Ability to communicate professionally, clearly and concisely orally and in writing. 
6. Must be self initiate and adaptable with ability to communicate to variety to staff 

members and the public. 
7. Must have an attention to detail. 
8. Ability to organize, prioritize and problem-solve independently and exercise 

excellent time management skills. 
 

Required Skills 
 

1. Must have basic understanding of computers. 
2. Must have basic understanding of Microsoft Office with an advanced knowledge 

of Excel is preferred. 
3. Must be willing to use personal vehicle in the course of employment. 
4. Must be willing to do inter and intra state travel as needed. 
5. Must be able to meet deadlines. 

 
 
To Apply 
Completed HMS Employment Application may be emailed to jobs@hmsnm.org or 
Dropped off or mailed: 
1105 N. Pope St. Ste. C, Silver City, NM 88061 
or 
530 De Moss Street, Lordsburg, NM 88045 
For more information call 575-534-0788. 


