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JOB DESCRIPTION
Supply Chain Specialist
Reports to: Director of Profitability and Inventory 
Description: 

Seeking self-motivated, organized individual to join a fast-paced operation team.  This role will play an integral part fulfilling our customers’ orders to ensure madesmart products stay on store shelves.  Madesmart is a growing company who is searching for great people to grow and develop with us.
Responsibilities:
· Maintain EDI (electronic data interchange) system; customer setups, system maintenance, order review

· Process sales and purchase orders in our ERP system

· Track orders from entry to delivery

· Process any change requests

· Resolve issues with open orders; partnering with sales and operations to find a solution
· Support finance with researching and disputing customer charge backs
· Monitor customer portals for submitted orders and confirmations requests

· Update inventory availability reports and identify potential order shortages

· Assist logistics team with processing import paperwork for domestic and direct import orders

· Cross train with logistics and operations team as needed

· Other duties as assigned.

Requirements:
· Highschool diploma or equivalent

· Bachelor’s or associate’s degree in marketing, business, or a related field is a plus (not required)

· Strong organization and time management skills

· ERP (Sage) and EDI (SPSC) experience preferred

· Excellent communication and interpersonal skills

· Thrives in team atmosphere but can work independently with out a great deal of oversight

· MS Office

· Ability to prioritize and manage responsibilities from multiple groups and hierarchy levels independently

· Desire to grow and learn as much as you can
Email cover letter and resume to careers@madesmart.com 
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