ToRs of Inventory Control Information Specialist 

The Inventory Control Information Specialist shall perform a variety of responsible recording inventory control, and accounting-related activities. The duties generally, duties include: maintaining materials receipts regarding computerized inventory control system managing policy base inventory distribution system and undertake a follow-up of periodic stock taking of the recorded assets and the inventory.

Typical work activities:

The inventory control Information Specialist shall be responsible for maintaining a system of fixed asset accounting and monitoring procedures for assets by cost, location, nomenclature, serial number, and description.  Information gathered shall be processed into a computerized inventory control system. Physical inventories are taken to verify information submitted. Annual reports are developed with the verified information.

· Shall maintain a system of fixed asset accounting including recording cost, location and classification information;
· Shall process into a computer application all information pertaining to the acquisition, transfer or disposal of fixed assets; 
· Shall convert purchase vouchers into input documents for entry into the computerized inventory system; 
· Shall verify purchase voucher information authenticity by reviewing receipts and physical inventories;
· Shall maintain inventory control forms such as equipment deletion or input documentation to enter information and later confirm computerized information;
· Shall maintain a vendor coding system for identification and future purchasing processes; in consultation with all operational wings.
· Shall communicate with department representatives to inform of inventory control systems and to facilitate and regulate the same;
· Shall develop and revise the PIFRA inventory systems on need basis;

