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	Revision date:  07/15/2019  (RMM)

	Position Title:  Partsman II
	Reports to: Manager F&M Guam
	Location:  Piti, Guam
	Department: F&M Admin

	Key Interfaces: Guam Operating Departments, PHX Accounting Department, HQ Purchasing Department, Port of Guam Representatives, outside vendors and suppliers
	Direct Reports:

	Salary Grade (HR): 28N

	FLSA Status (HR):

 FORMCHECKBOX 
 Exempt

 FORMCHECKBOX 
 Non-exempt 
	Type of position:

 FORMCHECKBOX 
 Full-time

 FORMCHECKBOX 
 Part-time



	Overview:

This position’s main responsibility covers parts management & administration including ordering, purchasing parts and supplies, maintains and organizes parts inventory, verifying and processing invoices, tracking operating expenses, record keeping and supporting chassis PM related activities.  Additionally this position may be requested to provide support, on ad hoc basis, to the marine operations or container yard operations, as needed, with regards to managing vessel cargo discharge, container deliveries/receipts, managing use of company equipment, and various related reporting.

	Primary Duties and Responsibilities: 

· Order and purchases parts and supplies related to Facilities and Maintenance equipment and related maintenance projects as directed by Facilities and Maintenance department.  Issues requisition and/or purchase orders, system input, sourcing the parts locally and coordinates with Hawaii purchasing department for mainland related purchases.
· Records parts issuance and receipt in the Matson inventory system and reconciles inventory values monthly.  Posts part issuance forms, invoices for posting into Oracle and Enrich system.
· Processes vendor invoices for the Facilities and Maintenance department and forwards to finance accounts payable for input and payment.
· Generates miscellaneous billing for services provide to external parties.  Updated billing system and transmits to finance for recording.
· Inputs all vendor bills and outside work orders and extracts weekly and monthly financial report information from Matson systems for budget variances. Generates a listing of unpaid expenses for accrual and sends report to PHX accounting.
· Organizes and maintains the parts room inventory to ensure efficient parts issuance and annual physical inventory preparation.
· Other duties as assigned by manager

In addition to those essential job functions identified above, individuals in this position are also responsible for performing other duties or tasks that may be assigned. The Company retains the discretion to add to or change the essential job functions of this position at any time.
	Technical Requirements/Competencies: 

· Computer proficiency with Microsoft Office Excel and Word applications.

· Problem analysis and problem resolution at a functional level.

· Excellent interpersonal and communication skills.

· A strong team player.

	
	Physical Requirements:
 FORMCHECKBOX 
 Sitting _up to 45_ minutes per hour                                                                   
 FORMCHECKBOX 
 Walking _up to 45__ minutes per hour
 FORMCHECKBOX 
 Standing  _up to 45__ minutes per hour
 FORMCHECKBOX 
 Bending - occasionally
 FORMCHECKBOX 
 Pushing/Pulling - occasionally
 FORMCHECKBOX 
 Lifting _up to 25_ lbs
 FORMCHECKBOX 
 Twisting - occasionally
 FORMCHECKBOX 
 Reaching - occasionally
 FORMCHECKBOX 
 Other   _


	QUALIFICATIONS, education AND experience

	· 2-3 years purchasing experience.

· High School Diploma or equivalent
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The above statements are intended to describe the general nature and level of work being performed. They are not to be construed as an exhaustive list of all responsibilities, duties and skills required. All employees may be required to perform duties outside of their normal responsibilities from time to time, as needed. Additionally, an employee’s job duties may change at any time, in the Company’s sole discretion.

