
 

JOB DESCRIPTION – STOCK OFFICER 

Job Purpose: The Stock Officer reports to Team Leader Administration and maintains proper 

stock records and office support activities. 

Job Summary: We are seeking a dedicated Stock Officer with hands-on experience in inventory 
management and stock control. The ideal candidate will possess a strong understanding of 
stock handling procedures, excellent organizational skills, and a proactive approach to 
maintaining inventory accuracy. 

Key Responsibilities: 

 Inventory Management: Oversee the receipt, storage, and distribution of stock items. 
Ensure accurate stock levels through regular inventory checks. 

 Stock Control: Monitor stock movements and conduct regular audits to prevent 
discrepancies. Identify and report any shortages or excesses. 

 Record Keeping: Maintain accurate records of stock transactions and inventory levels 
using manual and/or electronic systems. 

 Team Collaboration: Work closely with Station or Section Heads, procurement, and 
other departments to ensure efficient stock handling and fulfillment of orders. 

 Quality Assurance: Inspect incoming and outgoing stock for quality and compliance 
with company standards. Address any issues promptly. 

 Safety Compliance: Adhere to health and safety regulations while handling stock and 
maintaining the storage area. 

Qualifications: 

 Experience: Proven experience in stock handling or inventory management. Familiarity 
with stock control systems and processes is preferred. 

 Skills: Strong attention to detail, organizational skills, and ability to work independently 
and as part of a team. 

 Communication: Good verbal and written communication skills for effective 
collaboration with team members and other departments. 

 Problem-Solving: Ability to identify issues and implement effective solutions quickly. 

Work Environment: This position may require physical activity, including lifting and moving 
stock items.  

 


