
 

  

Job Title: Stores Technician   

 

Reporting To: Logistics Team Leader 

               

Job Purpose: To support the Stores Senior Team Leader in accurate stock control by being an expert in, and advocate of, 

the Company’s stores and stock control systems and procedures, ensuring that the team record accurate and 

timely data, adhere to due process and control and provide reliable, precise information for Production, MRP 

and Logistics Teams as required.     

  

 

 

Principal Responsibilities: 
 

 

  

1. To take responsibility for the reliability of the Stores business information system, ensuring that the Stores Team are fully 

conversant with the required data entry process, providing training, support and guidance as appropriate.  

2. To ensure the Stores Team adhere to established stock control processes and procedures, keeping the information system 

up to date and reliable.  

3. To analyse stock reports, check validity, investigate and resolve any discrepancies, and make adjustments as required, 

making suggestions for greater efficiency and improvements as appropriate.       

4.     To participate in the team’s general activities in selecting components and kits for production, selecting spare parts orders 

and assisting Logistics colleagues in the shipment of goods out according to agreed Stores procedures. 

5.     To support Production Engineering and Customer Support in the timely and accurate data recording of parts returned from 

Customers. 

6.    To assist with FLT driving and Company van driving as necessary, complying with safe working practices and competence 

assessments as required. 

7.    To support the Senior Team Leader in the upholding and undertaking of safe systems of work and good housekeeping in all 

Stores and Yard areas across the Inca site. 

8.    To become familiar with, uphold and adhere to, the Company and Parent Company processes, policies and procedures.   
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Contact with Others:  

 

Knowledge and Experience: 

1. Stores colleagues and MRP colleagues 1. Substantial experience in a computerised stores role 

particularly in a mechanical engineering manufacturing 

environment.   Experience within a logistics discipline in a 

mechanical  engineering environment would also be 

welcome.   

2. Operations, Production and Customer Support Teams 2. Strong computer skills and substantial experience of 

using an ERP / MRP system, ideally in both a data entry 

and an ‘expert’/training capacity, plus Microsoft Office 

skills, especially Excel (Intermediate/Advanced skills).  

3.       External delivery and shipping companies 3.       Analytical skills and clear, concise communication skills, 

both verbal and written.      

 4       Other Inca colleagues 4.       Vehicle Driver and Counterbalance Forklift Driver (ideally 

up to 5 ton) is essential.  Recent Dangerous Goods by Air 

training would be an advantage, or willingness to be 

trained in the required standards.  Logistics/Shipping 

knowledge welcome.   

Competencies:  

2.1 Working With People 6.2 Delivering Results and Meeting Customer Expectations 

2.2    Adhering to Principles & Values 6.3 Following Instructions and Procedures 

4.2    Applying Expertise and Technology 7.1 Adapting and Responding to Change 

4.3 Analysing 7.2 Coping with Pressures & Setbacks 


